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" FOREWORD

This order prescribes basic correspondence standards for the Federal
Aviation Administration (FAA). It incorporates in one order all requirements
and guidelines regarding the preparation of agency correspondence and supersedes
the provisions of Order DOT 1325.2B, DOT Correspéndence Manual, in the

' FAA except as outlined herein.

General instructions to be followed in the preparation of correspondence
at nearly every level in the agency are contained in Chapter 2, Memorandums,
and Chapter 3, Letters. However, specific exceptions are contained in
Chapter 4, Congressionals; Chapter 5, Administrator”s Correspondence;
Chapter 6, Secretarial Correspondence; and Chapter 7, White House Corre-
spondence. Refer to these chapters when preparing these types of correspondence.

This manual was developed by the Aeronautical Center Secretaries Work
Group with assistance from other FAA secretarial personnel. It represents
the first time a manual of this kind was written by the people who use it
the most. ‘

STy

Acting Director-of Management Systems
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(and ii)
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CHAPTER 1. GENERAL

1. PURPOSE. This manual pfovides basic correspondence standards for the Federal

"Aviation Administration (FAA).

2. DISTRIBUTION. This order is distributed to all secretaries and typists

~ in the agency.

3. CANCELLATION. The following orders are canceled:

a. Order 1000.21, Approval and Use of Acronyms and Nicknames, dated
April 11, 1968.

b. Order 1360.6, FAA Edition of the U.S. Government Correspondence Manual,
dated October 23, 1969.

¢. Order 1360.9B, Information Requirements of DOT Secretarial Repre-
sentatives, dated June 7, 1971.

d. Order 1360.11, Correspondence with State and Local Officials, dated

September 2, 1970.

e. Order 1360.12, Limitations on Use of Abbreviations and Acronyms, dated
August 31, 1970.

f. Order 1360.15, DOT Correspondence Manual, dated September 9, 1980.

4. EXPLANATION OF CHANGES.

a. A complete agency correspondence manual is provided in lieu of using
Departmental correspondence procedures and supplemental agency requirements.
Specific instructions relative to Departmental correspondence will be contained
in a separate chapter when the new Departmental correspondence manual is
published.

b. Several chapters in this manual contain figures which outline corre-
spondence requirements in an illustrative format. As a result, no standard
directives paragraphing is presented. This formatting eliminates the need
for duplicative text and figures and avoids any possible inconsistencies.
The use of bolding and underlining in these illustrations is for emphasis
only with the exception of Subject: line references (ACTION and INFORMATION).
In addition, the text is formatted with right justification. This typing
format may be used but is nmot required in the typing of agency correspondence.
Correspondence which will be signed by the Administrator must mnot have the
right margin justified.

c. Correspondence is typed in a modified block style with paragraphs single
spaced regardless of length or number of paragraphs. Major paragraphs are
not numbered in correspondence having subparagraphs.

Chap 1 Page 1
Par 1



1360.16 7/12/85

d. Slashes instead of dashes are used to separate each element in a
date when it is typed in figures; e.g., 5/8/85 instead of 5-8-85. -

e. The signature element on memorandums follows the body of the corre-
spondence. The pound sign (#) is not used at the bottom of memorandums.

f. Memorandums are used for correspondence within the Federal Government.
" g. The use of the letterhead memorandum format is restricted to White
House correspondence only.

h. The ATTN: and YHRU: lines on memorandums are typed flush with the
‘left margin.

i. Only the original writer”s identification line and the 1last
retyped/rewritten identification line are shown on the mnew carbon copies
‘when correspondence is retyped or rewritten.

j. The time limit for reply to routime correspondence is changed from
10 to 15 working days from date of receipt in the action office unless a
different due date is specified.

k. Material on punctuation, compounding, and other style practices is added
as appendixes.

S. CORRESPONDENCE GOALS.

a. The agency goal is to provide timely, responsive, and high-quality corre-
spondence at a reasonable cost. Correspondence should be clear, concise,
and positive in tone. Avoid sending long letters or memorandums. Include
necessary explanatory.detail as an enclosure to a letter or as an attachment
to a memorandum.

b. It is an FAA goal-to provide prompt, complete, and factual information
to Members of Congress, congressxonal committees, and their staff members.
The highest priority will be given to congressional inquiries and requests.
Replies will be concise, objective, and courteous.

6. GUIDELINES. I A

a. Distribution to New Employees. Managers and supervisors will assure
new secretaries and typists are provided a copy of this manual as well as
the publications mentioned in paragraph 7.

b. Correspondence with State and Local Officials. Except for routine,
day-to-day communications, provide the Special Projects Staff (AOA-10) with

one information copy of correspondence to Governors, mayors, and other State
and local government officials. Prepare for the signature of the Secretary
of Transportation correspondence to State and local officials on issues
affecting more than one administration or issues of a particularly controversial
nature.

Page 2 Chap 1
Par 4
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c. Information Requirements of DOT Regional Representatives of the
Secretary. Regional/center directors and heads of offices and services will

send information copies of pertinent correspondence and information on major
issues which directly impact Department of Transportation (DOT) affairs to the
appropriate Regional Representative. They will also afford each Regional
Representative the opportunity to attend significant meetings that take
place within his/her region by advising the Regional Representative, in a

-, timely fashion, of such scheduled meetings. This principally will involve

“correspondence with State and local governments, other Federal agencies,
industry, and aviation groups. Internal documents of a policy nature that
would involve such activities will also be furnished.

d. Signature Level. Address replies to correspondence to the same
organizational level or lower as that of the signer.

e. Avoidance of Discriminatory Language. Do not block effective
communications by using discriminatory language. Apply the following guidelines
as a minimum:

(1) Refer to the person”s job title or organizational position rather
than the sex of the person holding the job.

(2) When & sentence makes sense without using a pronmoun, delete it
from the sentence. Use the plural form so subsequent pronouns are in the third
person. Ome and person can often replace a gender-related pronoun. Use a
slash between gender-related pronouns which cannot be avoided; e.g., his/her.
Use and or or for a change of pace; e.g., his or her.

7. CORRESPONDENCE GUIDES.

a. Appendixes. Appendixes 1 through 8 outline information involving forms
of address, punctuation, hyphenation, spelling, compounding, capitalizatiom,
abbreviations, numerals, and other style practices. Follow the Government
Printing Office Style Manual, which is available from the U.S. Govermment
Printing Office, when these appendixes do not answer specific questiomns.

b. Formand Guide Letters. Predrafted form and guide letters are recognized
throughout the Government as an essential aid in speeding service and reducing
administrative costs. See General Service Administration (GSA) records
management handbook "Form and Guide Letters" which is available from local
GSA Distribution Centers, national stock number 7610-00-117-8777.

c. Guides on Correspondence. A number of guides are available that
‘will help the writer improve clarity, simplicity, and readability such as
GSA records management handbooks "Plain Letters," national stock number
7610-00-205-1091, and "Correspondence Management,” national stock number
7610-00-187-3858, both available from local GSA Distributiom Centers.

8. CHANGES TO BASIC STANDARDS. Changes to basic standards contained in
this order require the approval of the Director of Management Systems.
Supplementation of this order to outline local guidance and instructions may
be required.

Chap 1 ‘ Page 3
Par 6
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9. FORMS. The forms and stationery used in the preparation of FAA
correspondence are listed in Chapter:-12.

100-190 R_E_SE_RY_EQ.

Page 4 Chap 1
(thru 10) Par 9
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FIGURE 2-1. MARGINS, DATE, SPECIAL
MAILING INSTRUCTIONS, AND REPLY TO ATTN. OF:

Subject

From.

To

SPECIAL DELIVERY--REGISTERED

o Memorandum

US Department
of Transportation

Federal Aviation
Administration

INFORMATION: ﬁargins, Date, Special Mailing Date  (stamp or type date

Instructions, and Reply to Attm. of: here when signed)

Reply to

Manager, Airway Facilities Division, AS0-400 Aun ot Hanes :FTS 246-1234

Manager, Airway Facilities Division, AEA-400
Use memorandums for correspondence within the Federal Government.
a. The margins for a memorandum are:

(1) Left margin: Begin typing two spaces after the colons in
the left captions.

(2) Right margin: Approximately 1 1/8 inches to prevent typing
into the ladder on the official file copy.

(3) Bottom margin: Approximately 1 1/2 inches.

b. The date is stamped or typed two spaces after the Date: caption
by the office in which the memorandum is signed. If typed, spell out
the month and show the date and year in numerals. Do not use st, th,
or rd with the numerals. Examples:

Date: July 1, 1984 Date: JUL | 984

c. Special mailing instructions (such as SPECIAL DELIVERY, CERTIFIED,
and REGISTERED), wher required, are typed in all capital letters and
centered above MEMORANDUM in the top right corner.

d. The Reply to Attn. of: caption is used when the originating office
prepares a memorandum that will be signed in another office. Leave the
line blank when identification is not desired by the signing official.
When used, the caption contains the last name and telephone number or
extension of the originator as shown above. It is typed two spaces after
the Reply to Attn. of: caption. .

Shirley J. Scott

Attachment
Correspondence Manual

Chap 2
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Subgeect

From

To

o A D . e it

(A Memorandum

US Departme-it

ot korsporigton - -
Federol Aviation
Administration

INFORMATION: Subject: Line cas NOV 301985

Her.y 10

Manager, Airports Division, ACE-600 ann ot Myrray:FIS 758-4321

Manager, Airports Division, ANE-600

The Subject: line is typed two spaces after the Subject: caption. Keep
the subject short, preferably no more than 10 words. If more than one
line is needed, type succeeding lines flush with the first line. Capitalize
the first letters of all words in the BSubject: line except articles,
prepositions, and conjunctions. Indicate at the beginning of the Bubject:
line whether the memorandum is for ACTION: (action is required of the
addressee) or INFORMATION: (information is provided and no action is
required of the addressee). Example:

Suobject: ACTION: FAA Correspondence Manual

a. When replying to correspondence, use the same subject as the
incoming correspondence followed by a semicolon, an identification of

the incoming correspondence using the sender’s routing symbol, and the
date of the incoming correspondence; e.g., ANE-3 Memo of 11/17/84. When
information is provided as a result of an ACTION: memorandum, the SBubject:
line of the reply should indicate INFORMATION: rather than ACTION:.
Example:

Subject: INFORMATION: FAA Correspondence Manual;
ANE-3 Memo of 11/17/84

b. When s second memorandum is written to the same person on the
same subject before receiving s reply, use the same subject as the first
memorandum followed by a semicolon and the identification information
of the sender of the first memorandum.

c. When several memorandums have been exchanged on the same subject,

use the identification information of the latest memorandum only.

d. Correc vious errors in the SBubject: line; e.g., capitalization
and typographical errors.

L IS,

Arthur M, Smith

Page 12
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FIGURE 2-3. FROM: LI

Q Memorandum

US Deparimert
©f FOrsportat on
Federal Aviation
Administration
Swy<!  INFORMATION: From: Lime voe  JUL 17196
Qer.y to . '
from  Manager, Management Systems Division, AEA-60 At ot gnider:FTS 667-6789

10  Manager, Management Systems Division, AAL-60

The From: line contains the title and routing symbol typed two spaces
after the From: caption as shown above.

a. To avoid typing into the Re A : caption, a lengthy
Prom: line is continued on & second line and indented two spaces from
the left margin as shown below:

From: Manager, National Airway Engineering
Field Support Sector, APM-150

b. A multiple Prom: line is shown as follows:

From: Manager, Flight Standards Division, AEA-200
Manager, Air Traffic Division, AEA-500

¢. When an individual is detailed to a gition as the result of
a personnel action, use the term Acting before the title in the From:
line. Example:

Yrom: Acting Manager, Management Systems Division, AEA-60

d. When an indjvidual is acting in another position without 8 1
gction, the From: line will reflect the title of the imcumbent, and the
person authorized will sign for the incumbent (see example below).

Lttscn Koy
fwceozge T. Bolin

Chap 2 S Page 13
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FIGURE 2-4. TO: LINE
=
AVN-220
INFORMATION: To: Line Rovenber 8, 1984 &.y_s Y

FAA Form 1380-14 (6-81)

Manager, Flight Programs Division, AVN-200

Manager, Aircraft Msintenance and
Engineering Division, AVN-300

For addressees vithin the Department of Transportation (DOT), type the
title and routing symbol two spaces after the To: caption as shown above.

Por sddressees outside the DOT, type the full sddress two spaces after
the To: caption. Single space in block style. The address should wmot
exceed five lines. When any line goes past the center of the page, continue
it on a secood line that is indented two spaces. Use capitalized and
unpunctuated two-letter State abbreviations for inside addresses. Type
the ZIP Code two spaces to the right of the State abbreviation. EKxample:

To: Internal Revenue Bervice
' 400 RW. 4th Street
Oklaboms City, OK 73101

For memorandums going outside the DOT, the return address is typed below
MEMORANDOM in the top right corner. For an example, see figure 2-6.

a. For gultiple addressees, the ¥o: line contains the titles and
routing symbols. A checkmsrk is placed to the right of the appropriste
line to indicate which office will receive that copy. Examples:

To: Director of Budget, ABU-1 s
Director of Civil Rights, ACR-1
Director of Personnel and Technical Training, APT-1

To: Manager, Training Methods and Operations Branch, AAC-910 v

Manager, Air Traffic Branch, AAC-930
Manager, Airvay Pacilities Branch, AAC-940

OFFICIAL FILE COPY

Smith:PTS 749-6802

OATE

1/é/v4&

F

RYG. SYMBOL

AVN-201

ATG. SYMEOL

s m—
INITIALSBIG.

I

DAYE

RTG. SYMBOL

INITIALSSIG.

|

OATE

ATG SYMBOL

WITIALERIG

OATE

RTG. SYMBOL

INITIALS/SIG

CAYE

SU.8. OFO: 1983-67¢-547

Page 14
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A
» D

FIGURE 2-4. TO: LINE (CONTINUED)

1360.16

2
b. When identical memornhdums are forwvarded to sll-inclusive groups,
use the following multiple-address method. Write the routing symbol
of each addressee in the upper right corner of the appropriste copy.
Examples: T
To: Division and Staff Managers
To: Regional and Center Directors
To: Supervisors
To: Associate Administrators

Heads of Offices and Services
Regional and Center Directors

c. When an identi iginal memorandum is require
more persons, prepare an original for each addressee and only one set

of file copies. Type a list of the addressees on all internal copies
or, if the list is too long, attach it to the file copies.

d. If the correspondence does not apply to ome or more of the group,
it is permissible to exclude them. Examples:

To: Regional and Center Directors
(except Southern Region)

To: Division and Staff Managers-
{except Procurement Division and FAA Acadeny)

e. When writing to the Administrator he D Administ
he Secreta he Depu Sec , use the title only in the TZTo:
ine.

Original signed by’
Michael P. Jones

Michael P. Jones

cc:
AVN-200

AVN-220:AJCarson:jal:FTS 749-4728:11/6/84
IDENTICAL MEMORANDUMS TO:
AVN-200

AF0-200
ASF-300

Chap 2
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FIGURE 2-5. ATTN: AND THRU: LINES

7/12/85

Q Memorandum

To Manager, Airway Facilities Division, ASW-400

ATTN: Manager, Program and Planning Branch, ASW-420

Avoid using ATTE: and THRD: lines whenever possible. Bowever, follow
these guidelines when their use is required. -

a. When sending a memorandu he n R
type ATIN: flush with the left margin on the first linme below the Yo:
line in all capital letters followed by a colon as shown above.

b. When sending s memorandum through another gfﬁg' e, type THRU: flush
vith the left margin on the first line below the To: line followed by
a colon as shown below:

To: Manager, Policy Brauch, ALG-110
THRU: Manager, Policy and Plans Division, ALG-100

or

Yo: Director, Acquisition and Materiel Service, ALG-1
THRU: Manager, Policy and Plans Division, ALG-100

Matager, Policy Branch, ALG-110
;7(nx & '2(1'A—L ;-'/

/ John Q. Jones

US Deporimernt
of Fronsportaton
Federal Aviation
Admunistration
INFORMATION: ATTN: and YHRU: Lines cae NOV 91984
Rer.y 0
From Mapager, Airway Facilities Divis ion, ANE-400 anr ot Autry:FTS 836-3311

Page 16
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FIGURE 2-6. BODY OF A MEMORANDUM,
PARAGRAPHING, AND SUCCEEDING PAGES

1360.16

[T

Sutpect

from

To

Q Memorandum

US Deportment Western-Pacific Region
of Tronsporiaton P.0. Box 92007
Federal Aviation Worldway Postal Ceater
Administration Los Angeles, CA 90009
INFORMATION: Body of a Memorandum, Date  January 13, 1985 )
Paragraphing, and Succeeding Pages

. Repy 10
Manager, Accounting Division, AWP-20 Atr ot Fannin:FTS 966-7608

Ms. Janice E. Penney

General Services Administrationm
819 Taylor Street

Fort Worth, TX 76102

The body of a memorandum begins two lines below the last lime of the
To: caption. All memorandums are single spaced with double spacing between
paragraphs regardless of length or sumber of paragraphs. Begin each
main paragraph flush with the left margin. Do not number main paragraphs.

a. The first subdivision a paragradh jis jnden four spaces
(begin typing on the fifth space). Each progressive subdivision is indented
as shown in this figure. Succeeding lines begin flush with the left
margin.

(1) A paragraph which is subdivided must have at least two
subdivisions; e.g., for every (1), there must be a (2).

(2) Subparsgraphs are lettered and numbered as follows:

.a., (1), (a). Subparagraphing beyond the third subdivision is discouraged.

(b) The reference numbers and letters sre writtem without
spaces or punctuation when a paragraph is referred to in & memorandum.
Example:

paragraph la(1)(b)

(2) Subpsrsgraphing pay vary to meet special Tequirements.
b. Do_not begin s psragraph near the end of s page unless there

is room for at least two lines on the page. Do not continue a paragraph
on a succeeding page unless at least two lines can be carried over to
that page.

Chap 2
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FIGURE 2-6. BODY OF A MEMORANDUM,
PARAGRAPHING, AND SUCCEEDING PAGES (CONTINUED)

2

c. e succeedin age(s) on plain bond paper. Begioning with
the second page, type the page number in numerals seven lines from the

top and flush with the right margin. Continue the text of the memorandum
two lines below the page number.

Pt e

Page 18 Chap 2
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FIGURE 2-7. SIGNATURE BLOCK

US.Deportment
of Transporigtion
Federal Aviation
Administration
Supbject: INFORMATION: Signature Block Date: July 29, 1984
L. Reply to
From: Manager, Logistics Division, AGL-50 Atin ot * Clark:FTS 384-9969 -

Manager, Civil Aviation Security.
Division, AGL-700

To Manager, Logistics Division, ANM-50

The signature block (name of the signer) is typed five lines below the
last line of the body of the memorandum flush with the left margin in
initial capital letters.

When the memorandum is from more than one person, the first signature
block is typed flush with the left margin and the second signature block
begins five spaces to the right of center. The first signer’s name will
correspond with the first title and routing symbol in the From: line,
and the second signature block will contain the second signer”s mname.

Ad T Alnes

Robert P. Adams

Sh R . o

Chap 2 Page 19
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FIGURE 2-8. ATTACHMENT AND SEPARATE COVER NOTATIONS

e - ‘Memorandum

Subject: INFORMATION: Attachment and Separate Date: June 28, 1984
Cover Notations

. FE . . Reply 10
From Manager, Aircraft Certification Division, ANM-100 Atn of Hilliard:FTS 446-4193

To: Manager, Aircraft Certification Division, ANE~100

' The notation Attachment is used for memorandums. Attachment notationms
are typed two lines below the signature block and flush with the left
margin., When more than one attachment is involved, identify each attachment

. by number in the upper right corner; e.g., Attachment 1, Attachment 2.
When there is more than one lengthy attachment, use tabs to identify
each attachment by number.

a. Note attachment(s) identified in the body of the memorandum
as fqllovs:

Attachment oR .2 Attachments

a8 follows:

‘ Attachment e
N - -Fofm Letters Handbook ’ ) Form Letters Handbook

OR ' 2 Attachments

Plain Letters Handbook

s €] copies the attac
.. of the memorandum in parentheses as follows:

PR

Attachment (2) oz 2 Attachments (2)
ce e B HotE 1t Y- es of the attachment(s n n_the
... body of the memorandum in parentheses after identification of the attachment
- as. follows: - -~ : )

Attachment OR 2 Attachments
Form Letters Handbook (2) 3 Form Letters Handbook (2)
. Plain Letters Handbook

Page 20 g Chap 2
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FIGURE 2-8. ATTACHMENT AND SEPARATE COVER NOTATIONS (CONTINUED)

2
e. 4All attachments , _jdentified bel schment notatjon
if all of the attachments are not identified in the body of the memorandum.

Example:

2 Attachments
Form Letters Bandbook
Plain Letters Handbook

When documents referred to in the body of s memorandum are sent separately
from the memorandum, type Separate Cover two lines below the sttachment
notation (or two lines below the signature block if there is no attachment)
and flush with the left margin. On the next line, type titles or descriptions
of the documents which are being sent. The documents sre identified
here whether or not they were identified in the text as follows:

Separate Cover
Airman Information Manual
Air Traffic Handbook

a. When sending more than oune copy of the document under sepsrate
cover, indicate the number of copies in parentheses following the
identification of the document as follows:

Separate Cover
Airman Information Manual (2)

b. When the materis]l is i , include a copy of the memorandum.

If being sent other than first class, type Letter Enclosed on the face
of the envelope or package to conform with U.S. Postal Service regulations.

W itliin D) Lot

William J.

2 Attachments
Form letters Handbook
Plain Letters Handbook (2)

Separate Cover
Airman Information Manual (2)
Air Traffic Handbook

Chap 2 Page 21
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FIGURE 2-9, CA?BON COPY NOTATIONS
Q- Memorandum
) US Departmerit
of ¥orsporiaton
Federal Aviation
Adrninistrotion
Swtett INFORMATION: Carbon Copy Notations vae  AUG | 11965 .
RPapiy to
Fron Manager, Management Systems Division, AAL-60 An ot Willingham:FTS 907-271-1122

To

Manager, Management Analysis Division, AMS-500

-

This figure gives instructions for completing the carbon copy notations.

a. Carbon é.ogx distribution motations sre shown or the original of

the memorandum only if the saddressee has a need to know who received
2 copy of the memorandum. Always show the carbon copy distribution on the
internal information copies, official file copy, and reading file copy.

b. Carboum copies are jindicated by typing ec: flush with the left

margin and two lines below the signature block, attachment notation,
or separate cover notation followed by the names or routing symbols of the
recipients. Example:

cc:

AWP-60
ASW-60
AAL-60

c. Carbon copy notations may be listed across the page to avoid

starting a new page. Example:
cc :AWP-60/ASW-60/AAL~60

d. The contro] oumber of controlled correspondence sppears in parentheses
to the right of the appropriate routing symbol on all internal carbon
copies. Example:

cec:
AWP-60
ASW-60
AAL-60 (Control 60-5-6)

Page 22
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FIGURE 2-9. CARBON COPY NOTATIONS (CONTINUED)

-1360.16

e.

Gary

cec:
AWP-60
ASW-60

Note when attachments are not
of the memorandum in the carbon copy notation as follows:

Z

@ e

Breeden

cc:
AWP-60 w/o attachments
ASW-60
AAL-60

urnished to recipients of

.
]

Chap 2
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7/12/85
FIGURE 2-10. RESPONSE BLOCK

o

Sutgect

From

To

e Memorandum

US Departmert

of Fonsportat:on

Federal Aviation

Administration

ACTION: Response Block Date  (gtamp or type date

here when signed)
Rery 10
Manager, Simulation Systems Branch, ACT-240 Atn 0! English:FTS 482-1905

Manager, Systems Simulation and
Anslysis Division, ACT-200

A response block is provided when approval or disapproval is required.
The possible responses and s date line are typed in initial capital letters
flush with the left margin, beginning four lines below the signature
block and any attachment and/or carbon copy notations. The response

block is triple spaced. The approving official will sign on the appropriate
line.

I1f it is necessary to start another page solely for the response block,
a unotation clearly indicating the date and subject of the memorandum
is typed at the top of the page as shown on the following page.

James D. Yargee

Approved:

Disapproved:

Date:

Page 24
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1360.16

- —

- . ’ 2

Date: (insert.date of the -memorandum requesting approval here when signed)
Subject: Response Block- . : S

Approved:

Disapproved:

Date:

Chap 2
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- FIGURE 2-11. WRITER'S IDENTIFICATION LINE AND CONCURRENCES

7/12/85

FAA Form 1260-14 (8-81)

Vriter’s Identification

Line and Concurrences here when signed)

Mansger, Air Traffic Division, ASW-500 Saith:FT8 734-4506

Manager, Air Traffic Division, AGL-500

This figure gives instructions for completing the writer’s identification
line and the concurrences block the first time a memorandus is typed.

a. The writer’s jdentificstion line is shown on all internal carbon
copies of the memorandum. Type the routing symbol of the preparing office,
the writer’s initials and surname, the typist’s initisls, the writer’s
telephone number or extension, and the date. Separate each item with
& colon. Place this notation flush with the left margin two lines below
tbe last line of typing. Example:

ASW-510:RCSmith:tah:¥T8 734-4506:7/1/84

b. 8 n » type WP: and the document
name (or bumber) in parentheses at the end of the identification line.
Exsmple:

ASW-510:RCSmith:tah:FTB 734-4506:7/1/84 (WP:Document Name or Fumber)

c. i s ¢ 8, use the ladder on the official
file copy. The writer’s routing symbol is placed in the firet block
and the coordinating offices” routing symbols in the succeeding blocks.
Coordinating officials will legibly write their initials, surname, and
the date in the appropriate blocks. Refer to chapter 9 for coordination
guidelines and procedures.

d. nd itten see figure 2-13.

John P. Jones
ce:

AWP-300
ALG-300
ASW-500

ASW-510:RCSmith:tah:PTS 734-4506:7/1/84

OFFICIAL FILE COPY

(stamwp or type date

f CONCURARENCES
e —————

|
ATG. SYMBOL

ASW-510

| WITIA G,
C X

DATE

‘ur;.cv;oou

per————
ATG. SYMBOL

e tna—
WITIALSSIO.

DATE

[~c svisor
{wTaidas.
OATE

Iave svmeol
{wTasae.
foave

[ata svesor
{wimasme.
CATE

{7 svmeoL
(It ARG,
Foave

[ATG, SVIMOL
(wiviacsmiG.

DATE

*U.8. ORO:  198)-674-547
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FIGURE 2-12. HOW TO ASSEMBLE A MEMORANDUM FOR SIGNATURE

1360.16

Subyect

From

To

(A Memorandum

USDq&rnnem

of Yonsportaton
Federal Aviation
Administration

ACTION: How to Assemble a Memorandum
for Signature here when signed)

Repny 10

Gate (stamp or type date

Director of Management Systems, AMS-1 Atn of Alexander:FTS 426-7189

Director, Aeronautical Center, AAC-]

This figure shows the correct way to assemble correspondence in a logical,
neat package for signature. Keep together all items belonging with the
original of the memorandum, all items belonging with the official file
copy, and all items belonging with the information copies. As illus-
trated on the next page, documents will be arranged in the following
order:

a. Qriginal memorandum and any attachments are not stapled until
after signature. Attachments are clipped to the original in the sequence
they are mentioned in the memorandum. If the memorandum is mailed through
the U.S. Postal Service (USPS), an addressed, franked envelope or a franked
window envelope of the appropriate size is next.

b. Qfficial file documents are the next documents of the assembled
package and are arranged in the following order with the official file
copy on top and extended to the right so the concurrences block is visible:

(1) Any official file copies voided by revision or retypinmg
follow all pages of the final official file copy. Voided official file
copies should be differentiated from the final official file copy with
a diagonal line drawn through them.

(2) Copies of attachments that accompany the original.
(3) Any incoming correspondence and background information.

c. Readipg file copy, when used, is the next document of the assembled
package. - -Write the routing symbol of the office which maintains the
reading file in the upper right corner of the first page.

d. Inforpation jes gnd anv st nts are identified by writing
the routing symbol in the upper right corner on the first page. Include
an addressed, franked envelope of the appropriate size with each copy
mailed through the USPS. Be sure to include copies of any attachments
if appropriate.

Arthur J. Brown

Chap 2
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FIGURE 2-12. HOW TO ASSEMBLE A MEMORANDUM FOR SIGNATURE (CONTINUED

US Deporment “l “ I

o FNeOOnoNon ~
Pederal Avianon %
Adimiristroton

~ 8O0 INTEPENDENCE AVE™E, SW. .
- WASHINGTON, DO 20591 e e
AMS-1 e T
OMa s lavnen:

Boe. oo, tn Bsate the IO

Q Memorandum

US (v ome:
LATL 4 )
Soteval nghon SRE——
ASwanistreton
.
et INPORMATIOR: Row to Assembdie a Memorandus Lo
for Bignature
er v —
from  Director of Management Systems, AMS-] L Reid:¥TS 426-7189 '~ em et
R TD
AMS-410

Yo Ms. Janice E. Penmey
General Services Administration
819 Taylor Street
Port Worth, TX 76102 .

This figure sbows the correct way to assembie on outpoing wemorandum for -3 T
signature. 47‘/

Arthur J. Brown R

-

Originsl ]
2. Attachmests, if any, in sequence
went ioned iz weworsodum

QRICIRAL WEMORANDIM 3. Raovelope, if required TR

Official file copy
Attachmests, if sny

Incoming correspondence, if amy
Ssckground, if say, iscluding
previous correspondence

F XY

OZTICIAL FILK COPY

Saa Serm 1380 b4 S0} OFSICaL b1t COPY

READINC FILE COPY (1F AWY)

1. Isformstion copy, if any
2. Attachments, if secesssry
LFFORMATION COPY (OR COPIES) 3. BEsvelope, if required
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1360.16
FIGURE 2-13. RETYPED OR REWRITTEN MEMORANDUMS
’ {concunnences
Favc. svusot
INFORMATION: Retyped or (stamp or type date AMS-410
Revritten Memorandums here vhen signed) NITIALSRIG,
) AMJones
Director of Management Systems, AMS-1 Jones :FT8 426-8020 “:/19/84
ATG SYMBOL
Director of Personnel and Technical Training, APT-} .ﬁ’.‘f{,’,‘.ﬁ’,"
This figure shows the officisl file copy wher a memorandum is retyped or T
revritten. . 4/10
a. d 2.} AMS-2

The original identification line end the last retyped/revritten
identification line are shown on the nev carbon copies when a memorandum
is retyped or rewritten. Drav a diagonal line through all voided official
file copies and staple them behind the nev one. Do mot cut er fold the
new official file copy. Destroy all other copies of the old memcrandum.
Each of the following examples could pertain to either retypes or rewrites.

AMS-410:AMJones :dak:FTS 426-8020:4/19/84

Retyped :AMS~400:m8 j : FTS 426-7092:4/20/84 (WP :Document Name or Fumber)

AMS-410:AMJones :dak:PTS 426-8020:4/19/84
Rewritten:AMS-400:DBDunn:msj:FT8 426-7092:4/20/84

AMS~510:AMJones :dak : FT8 426-8020:4/19/84
Rewritten per AMS-1:AMS-410:AMJones:dak:FT8 426-8020:4/20/84

b. Recoordination {s wot required when a memorandum is retyped for
minor errors (such as spelling and typographical errors) or when it is
revritten and the change is directed by s level of suthority over all
organizations] elements coordinating on the original memorandum; e.g.,
AAD-1 changes an AMS-1 memorandum which was coordinated with ABU-1 and
ALG-1. Type the routing symbols, coordinating officials” bames, and
dates of previous coordinations in the sppropriate blocks of the ladder
of the new official file copy and continue coordination as appropriate.

c¢. BRecoordinstion is reguired by those coordinsting on the original

memorandum when a major change in content is made. The vouting symbols of

all who coordinated on the original file copy are listed on the ladder of

the new officisl file copy.

John B. 8mith

cc:
AMS-1

AMS-410:AMJones :dak:FT8 426-8020:4/19/84
Retyped :AMS-400:ms ] :FT8 426-7092:4/20/84

EAA Form 1360-14 (6-81)

OFFICIAL FILE COPY

T —
Ighagjs.a
T

TG Sy oL .

i

NITIALSZIG.

|§|

RTG. $SYMSOL

|

HITIALS /3G

‘ o‘
»
-
-,

ATG. BYMBOL

l

INITIALE/SIG.

DATE

|

ATG. SYMBOL

l

NITIALS/BIG.

DATE

|

RTG. SYMBOL

|

INITIALE/SIG.

foave

l

*U.5. GPO:  1903-474-347
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FIGURE 3-1. WHEN TO WRITE A LETTER
US Deparment ) Southwest Regor / PO Box 1689
of Transportgnon :'Kafsas Lo-uas'ana 4400 Biue Mound Roac
lew Mexi fah F
WW o xicC Oktahoma ort Worth Texas 76101
Administration
(stamp or type date here when signed)
Mr. Bob L. Moore
67 South Tanglewood
Fort Worth, TX 76169 .
Dear Mr. Moore:
Use the letter format:

a. When writing to organizations, businesses, or individuals outside
the Federal Government.

b. Where protocol dictates (Members of Congress, Cabinet officérl.
Governors, mayors, etc.).

c. When writing & persomal or private letter to individual Federal ’
Aviation Administration employees on such matters as retirement, commendation,
congratulations, or condolence.

Sincerely,
Betty B. Wright
Manager, Administrative Services Division
Page 41
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FIGURE 3-2. HOW TO PREPARE ‘A LETTER

7/12/85

| o

Departmen Mike Monraney
g!STronsp;'!cuc:n : ‘ Aeronautical Center
Federol Aviation
Administration

JUL 26 198¢

SPECIAL DELIVERY--CERTIFIED
Ms. Opal J. Marshall :
Chairperson, MacArthur Aviation

and Associates
1534 North Broadway
Oklahoma City, OK 73169
Dear Opal:

Preparation of s Letter

The following guidelines apply when preparing a letter:

b. The margins for a letter are:

caption.

into the ladder of the official file copy.
for good placement on the pege.

Do not use st, th, or rd with the oumerals. Examples:

April 27, 1984 APR 27 1082

envelopes for registered mail.

(3) Bottom margin: Approximately 1 1/2 inches.

WOTE: The margins on short letters WAy vary

PO Bo» 25082
Okiahoma City Oklahoma 73125

a. Spacipg may vary between the date and address or the date and specisal
mailing instructions to allow for balanced placement on the page. However,
vhen possible, space the address to accommodate the use of a window envelope.

(1) Left margin: 1In line with the left edge of the letterhead

(2) Right margin: Approximately 1 1/8 inches to prevent typing

¢. The date is stamped or typed four lines below the letterhead caption =
and flush with the left margin by the office in which the letter is signed.
1f typed, spell out the month and show the date and year in numerals.

d. Special mailing jmstructjons (such as SPECIAL DELIVERY, CERTIFIED,
and REGISTERED), when required, are typed in all capital letters a miniwmm

of two lines below the date flush with the left margin. Do not use window

Page 42
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FIGURE 3-2., HOW TO PREPARE A LETTER gCONTINUEDZ

1360.16

2

e. The address begins at the left margin, a minismm of two lines below
the date. If special mailing instructions are necessary, begin the address
two lines below those instructions. Single space in block style. The
address should not exceed five lines. When any line goes past the center
of the page, continue it on a second line that is indented two spaces.
Capitalized and unpunctuated two-letter State abbreviations may be used for
inside addresses. Type the ZIP Code two spaces to the right of the State
name or abbreviation.

f. The salutation is typed flush with the left margin two lines below
the last line of the address followed by a colon.

8. Subject line, if used, is centered two lines below the salutation.
Capitalize the first letters of all words except articles, prepositions,
and conjunctions.

h. The bod e t ins two lines below the salutation or
subject line. All letters are single spaced with double spacing between
paragraphs regardless of length or mmmber of paragraphs. Begin each main
paragraph flush with left margin. Do not number main paragraphs. The first
subdivision of a paragraph is indented four spaces (begin typing on the
fifth space). Each progressive subdivision is indented as shown in this
figure. Succeeding lines begin flush with the left margin,

(1) Aparagraphwhich is subdivided must have at least tvo subdivisions;
e.g., for every (1), there must be a (2).

(aj Subpsragraphs are lettered and numbered as follows:
a., (1), (a). Subparagraphing beyond the third subdivision is discouraged.

(b) The reference numbers and letters are written without
spaces or punctuation when a paragraph is referred to in a letter. Example:

~ paragraph 1h(1)(b)
(c) Subparagraphing may vary to meet special requirements.

(2) Do m in aragraph near the en e unless there
is room for at least two lines on the page. Do not continue a paragraph
on a succeeding page unless at least two lines can be carried over to that

page..

(3) Type succeeding pages on plain bond paper. Beginning with

the second page, type the page number in numerals seven lines from the
top and flush with the right margin. Continue text of letter two lines
below page number. :

i. Begin the complimentary close flush with left margin two lines

below the last parsgraph.

Chap 3
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FIGURE 3-2., HOW TO PREPARE A LETTER (CONTINUED)

3

3. I igo ck is typed five lines below the complimentary
close flush with the left margin. It contains the mame (on the fifth line)
and the title (on the sixth lime) in initial capital letters. Do not use
routing symbols with titles. When amy line of the signature block goes
past the center of the page, continue on a second line that is indented
two spaces.

1)

,» use the term Acting before the title in the signature
block. Example: :

Jean M. Johnson
Acting Mansger, Air Traffic Branch

(2) Vhern an jindjvidual i cti o _an siti i
personne] action, the signature block will reflect the name and title of
the incumbent, and the person authorized will sign for the incumbent (see
example below) unless the letter is a denial of a Freedom of Informstion
Act request. In such instances, the Acting signature block is used.

Sincerely,

%4%/

47U Linda M. Black

Manager, National Airwvay Engineering
Field Support Sector
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FIGURE 3-3. ENCLOSURE AND SEPARATE COVER NOTATIONS

1360.16

v LT
U.S. Deportment Northwest Mountain Region 17300 Paciic Hig' way Soutr
of ransportation Catrad, '3an. Nontana C-68966
Oreger Uta™ Wasnngir Seattic Wasnngtor 981
Federal Aviation Weing ° glon 98168
Administration )

August 17, 1984

Mr. James L. Proctor
6887 Exchange Boulevard
Seattle, WA 98145

Dear Mr. Proctor: R

The notation Enclosure is used for letters. Enclosure notations are typed
two lines below the signature block and flush with the left margim. When
more than one enclosure is involved, identify each enclosure by number
in the upper right corner; e.g., Enclosure 1, Enclosure 2. When there
is more than one lengthy enclosure, use tabs to identify each enclosure
by number.

a. Note enclosure(s) identified ju the body of the letter as follows:
Enclosure or 2 Enclosures’

b. Note enclosure(s) nmot identified jn the body of the letter as follows:
Enclosure oR 2 Eaclosures
Form Letters Handbook Form Letters Handbook

Plain Letters Handbook

c. Note multiple copies he enclosure(s) identified in
of the letter in parentheses as follows:
_Enclosure (2) oR 2 Enclosures (2)
d. Note multi ies he enclosure(s) n identified

body of the letter in parentheses after identification of the enclosure
as follows:

Enclosure o 2 Enclosures
Form Letters Handbook (2) Form Letters Handbook (2)
Plain Letters Handbook

Chap 3
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7/12/85

FIGURE 3-3. ENCLOSURE AND SEPARATE COVER NOTATIONS (CONTINUED)

’ 2

ion if all
Example:

e. A nclosures a identified w_the enclosure n
of the enclosures are not identified in the body of the letter.

2 Enclosures
Form Letters Handbook
Plain Letters Bandbook

When documents referred to in the body of a letter are sent separately
from the letter, type Separate Cover two lines below the enclosure notation
(or two lines below the signature block if there is no enclosure) and flush
with the left margin. On the next line, type titles or descriptions of
the documents which are being sent. The documents are identified here
whether or not they were identified in the text as follows:

Separate Cover
Airman Information Manual .
Air Traffic Bandbook

a. When in e n_on e n b
gcover, indicate the number of copies in parentheses following the
identification of the document as follows:

Separate Cover
Airman Information Manual (2)

b. VWhen the teri is include a copy of the letter. If
being sent other than first class, type Letter Enclosed on the face of
the envelope or package to conform with U.S. Postal Service regulations.

Sincerely,
:fbﬁ QdDJ\’H
Flo E. Borrego

Manager, Human Resource Managewent Division

2 Enclosures
Form Letters Handbook
Plain Letters Handbook (2)

Separate Cover
Airman Information Manusl (2)
Air Traffic Handbook
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FIGURE 3-4. CARBON COPY NOTATIONS,
WRITER’S IDENTIFICATION LINE, AND CONCURRENCES

1360.16

(stamp or type date here vhen signed)

Mrs. Jane J. Perry
1789 Brookville Avenue
Riverside, CA 92509

Dear Mrs. Perry:

is typed.

a. u are shown on the original of the
letter only if the sddressee has & need to know who received o copy of the
letter. Alvays show the carbon copy distribution on the internsl information
copies, official file copy, and reading file copY.

b. Carbon copies sre indiceted by typing ee: flush with the left margin
and tvo lines below the signature block, emclosure motatiom, or separate

Example:

ce:

AdA-1
AAL-1
AWP-1

c. Carbon copy motations may be listed across the page to avoid starting

a nev page. Example:
€¢ :AAA-1/AAL-1/AWP-1

Example:
(-1
AdA-1
AAL-1
AWP-1 (Control 1-6-5)
FAA Form 136014 (6-81) » OFFICIAL FILE COPY

This figure gives instructions for completing the carbon copy notatioms, -
writer’s identification line, and concurrences block the first time a letter:

cover notstion followed by the names or routing symbols of the recipients..

d. The contyol mugber of controlled correspondence appears in parentheses
to the right of the sppropriste routing symbol on all internal carbon copies. :

CONCURRENCES
RIG SYMBOL

AWP-22

Prrt———p——
TEINITIALS/SIG.

=2

DATE

f

RTGSvmBOL
-AWP-20

ngags;

Y
eds

e memar——
NITIALS S1G.

gggudﬂm;
tarey

ATG. SYMBOL

[~iTiacssic,

l

DATE

ATG. SYMBOL

l

NITIALS/BIG.

DATE

|

RYG. SYMBOL

l

INITIALE/SIG.

{
H
§

1
P
L om
}
/

RYG. SYMBOL

i
H
af

ALS/SIC

) o
al %
- -
<
£
-
[+
L

WITIALS/$1G.

DATE

l

SU.S. GPO:  1983-674-547
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1360.16

FIGURE 3-4. CARBON COPY NOTATIONS, WRITER"S.

IDENTIFICATION LINE, AND CONCURRENCES (CONTINUED)

7/12/85

e. K when enclosures no urnished to recipients copies
the letter in the carbon copy notation as follows:

ce:
AAA-1 w/o enclosures
AAL-1
AWP-1

f. The writer’s jdentjfication line is shown on all internal carbon

copies of the letter. Type the routing symbol of the preparing office,
the writer’s initials and surname, the typist“s initials, the writer’s
telephone number or extenmsion and the date. Separate each item with a
colon. Place this notation flush with the left margin two lines below
the last line of typing. Example:

AWP-70:RRRoads:01k:FTS 966-5678:7/1/84
g. If word processing equipment is used, type WP: and the document

name (or number) in parentheses at the end of the identification line.
Example:

AWP-22 :BBBlack:lmm:FTS 966-4333:5/8/85 (WP:Document Kame or Number)
h. To obtsin necessary concurrences, use the ladder on the official

file copy. The writer’s routing symbol is placed in the first block and
the coordinating offices” routing symbols in the succeeding blocks.
Coordinating officials will legibly write their initials, surname, and the
date in the appropriate blocks. Refer to chapter 9 for coordination guidelines
and procedures.

i. 1f letter is rewritten or retvyped, see figure 3-6.

Sincerely,

Jim L. Kelly
Director, Western-Pacific Region

cc:
AAA-1
AAL-1
AWP-1 {Control 1-6-5)

AWP-22:BBBlack:lmm:FTS 966-4333:6/8/84 (WP:Document Name or Number)
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FIGURE 3-5. HOW TO ASSEMBLE A LETTER FOR SIGNATURE

1360.16

Q

. n' s
lo.lfS:rDeponme‘ Southern Region P.O. Box 20838

" ortation Atiants, Georgis 30320
Administration

August 16, 1984

Mr. Lee J. Brooks
211 Main Street
Atlanta, GA 30367

Dear Lee:

This figure shows the correct way to assemble correspondence in a logical,
neat package for signature. Keep together all items belonging with the
original of the letter, all items belonging with the official file copy, and
all items belonging with the information copies. As illustrated on the mext
page, documents will be arranged in the following order:

a. Original Jetter snd sny enclosures are mnot stapled. Enclosures

are clipped to the original in the sequence they are mentioned in the letter.
Any courtesy copies should be next, followed by an addressed, franked envelope
or window envelope of the appropriate size.

b. Official file documents are the next documents of the assembled

package and are arranged in the following order with the official file
copy on top and extended to the right so the concurrences block is visible:

(1) Any official file copies voided by revision or retyping follow
all pages of the final official file copy. Voided official file copies
should be differentiated from the final official file copy with a diagonal
line drawn through them.

(2) Copies of enclosures that accompany the origiral.
(3) Any incoming correspondence and background information.

c¢. Reading file copy, when used, is the next document of the assembled
package. Write the routing symbol of the office which maintains the reading
file in the upper right corner of the first psge.

d. Information copies and any enclosures are identified by writing

the routing symbol in the upper right cormer on the first page. Include
an addressed, franked envelope of the appropriate size with each copy that
goes outside the Department of Transportation. Be sure to include copies
of any,enclosures if appropriate.

Sincerely,

é&?&ﬁ%f:&ﬁd}ia~kay

Manager, Airway Facilities Division
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FIGURE 3-5.

7/12/85

HOW TO ASSEMBLE A LETTER FOR SIGNATURE (CONTINUED

F-VNESL TN SR L LI

]

US Deparmment

o Forepanonon

Sederal Sviomon d
Adbvirdstraon

P.O. BOX 25082
OKLANOMA CITY, OK J312§
MC-1

11 Z

O Bunwns
Ponasy v Prrane ine 5300

Page 50

Ms. Brocke M. Jokneon
5683 South Kisgegate

‘'Oklaboms City, OK 73189

Dear M. Jobmssn:

This letter shows the correct way to assemble an owtgoing letter for sigasture.

$incerely,

Brisn L. Jordan
Director, Aerovautical Center

. Paa som 1200 % 198%)

L | GERICIAL FILE COPY &. deckground. if emy, isciwding

Mae Mononey
Apiora.ca Conter

PC B0 PR,
On pnoma { "y D amivng ot

el L
CONC URBL RCES
arg svemar

AAC=66

1. Original -

2. IEnclosures, if say, ia sequence
listed in letter (clipped to origimsl)

3. Courtesy copy, if an

4. Ravelope

o)

- 3. Officisl file copy
2. Wmclosurss, il euy
3. Iscoming correcpendence, if amy

previsus sorvespeadence

OPFICIAL $1L8 COPY b e HALON.T

1. Isformatiom copy, if suy
2. BReclosures, if wecessary
INTORMATION COPY (OR COPIES) 3. Emvelope, if required
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FIGURE 3-6. RETYPED OR REWRITTEN LETTERS

o oo ) CoNCURRENCES
(stamp or type dste here when signed) A1, SYMEOL
Ms. Jane M. Pace _._“A'%T-“_s_i?_
6713 Sand Lake Road
Anchorage, AL 99504 ::Jones

B 4/19/84

Dear Ms. Pace: _ AT Te
. AAL-500

This figure shows the official file copy when a letter is Tetyped or revritten. TR

e. 1The origisal jdeotificatjon line end the lset retvped/rewritten
identification line are shown on the new carbon copies when s letter is
retyped or rewritten. Drav a diagonal line through all voided official el
file copies and staple them behind the new one. Do mot cut or fold the L-
new official file copy. Destroy all other copies of the old letter. BRach
of the following examples could pertsin to either retypes or revrites.

DATE

L

H
2
>
§
6

i

s
OATE

AAL~-530:AMJones :dak:FTS 632-8020:4/19/84
Retyped :AAL-500:ms j :FT8 632-7092:4/20/84 (WP :Document Neme or Number)

;

AYC. BYMBOL

AAL-530:AMJones :dak:¥TS 632-8020:4/19/84

Revritten:AAL-500:DMDunn:msj:FT8 632~7092:4/20/84 e,

AAL-530:AMJones :dak:FTS 632-8020:4/19/84 o

Revritten per AAL-1:AAL-530:AMJones:dak:FTS 632-8020:4/20/84 DT T T
b. jon vhen a letter is retyped for minor T e

errors (such as spelling and typographical errors) or whem it is revritten
and the change is directed by s level of authority over all organizational
elements coordinating on the original letter; e.g., AAD-1 changes an AMS-1
letter which was coordinated with ABU-1 and ALG-1. Type the routing symbols,
coordinating officials” psmes, and dates of previous coordinations in the
appropriate blocks of the ladder of the new official file copy and continue
coordination as appropriate.

] L4
sl
P L}
§
H
e

ALSASIG.

i
2

l

OATE

c. i i i by those coordinating on the original
letter when a major change in content is made. The routing symbols of sll
who coordinateéd on the original officisl file copy are listed on the ladder
of the new official file copy.

2
]
e
»
<
°
d

NITIALE/SIG.
Sincerely, A

DATE

ATG. SvMBOL
John B. Smith ITIALERIG
Manager, Air Traffic Division

ODATE
cc:AEA-500/AGL~500/AAL-500 ——————

AAL-510:AMJones :dak:FTS 632-8020:4/19/84
Retyped:AAL-500:ms i :FTS 632~7092:4/20/84

FAA Form 1360-14 (6-81) OFFICIAL FILE COPY CU.5. GFO:  1903-674-347
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FIGURE 3-7. IDENTICAL LETTERS

7/12/85

(stamp or type date here when signed)

Mr. Paul R. James
16 Main Street
Houston, TX 76849

Dear Paul:
Vhen an identical letter is written to two or more persons, prepare an
original for each sddressee and only one set of file copies. Type s list

of the addressees on all internal copies or, if the list is too lomg, attach
it to the file copies.

Bincerely,

Don B. Wilson-
Manager, Financial Services Division

ce:
ACT-30

ACT-32:JREarris:ppv:FTS 482-4607:8/9/84
IDENTICAL LETTERS TO:

Mr. John L. Smith
1324 South MacArthur

pr—————————
CONCURRENCES
ATG. SYMBOL

ACT-32
1 h 'S +G. .
Vs

{Hare
%/ 3/5-{
R.Y SYMBOL
ACT-60
[eTiaLssic

PLF Hloate

DATE
"/&&
16 SYMBOL

NTIALS SIG

[

&

OATE

ATG SYMBOL

l

HNITIALE/SIG.
{oate

[=7c svmsor
L
Ioare

f———————
NTG SYMBOL

J s r——
INITIALS/SIG

DATE

R/RYC SYMBOL

Ok lahomsa City, oK 73119 INITIALS/SIG.
Ms. Jane M. Vilson DATE
8544 North Alexander
Dallas, TX 76789 RIG SYMBOL
INITIALSSIG
OATE
EAA Form 1380-14 (8-81) OFFICIAL FILE COPY oS oo 1983670547
Page 52 Chap 3
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1360.16

FIGURE 4-1, GENERAL INSTRUCTIONS FOR CONGRESSIONAL: CORRESPONDENCE

o .

US Department Mike Monroney ' PO Box 25082
of Transporighon . Aeronautical Center Okiahoma City Okiahoma 73125
Federal Aviation . '
Administrati e
(stamp or type date here when signed) .
The Honorable David L. Boren (see Appendix 1, Forms..
United States Senate of Address, for Members
Washington, DC 20510 ' of Congress)

Dear Senatbr Boren:
The following guidelines apply vwhen préplring congressional corxespondence.

a. The deadline for preparing a response to a congressional letter
is 5 working days from date of receipt at an office/facility unless a
different due date is specified. An jinterim response is required if an
appropriate answer cannot be obtained in that period of time. It must
state approximately when a full answer will be made and the reason for
the delay. An interim response is required within the 5-day deadline.

b. Wwhen a Member of Congress writes as s chairperson or member of

a_committee, address the reply to him/her as churperson or nember of the
committee rather than as an individual Member of Congress.

¢. When tter is received from a staff member of a Member of. C 88,
address the reply to the Member of Congress or to the chairperson/member
of the committee rather than to the staff member. Reference the staff
member s name in the opening paragraph. R

d. Vhen a staff member writes on behalf of a deceased Member of Congress,

address the reply to the Admmutratxve Asustant to the late (full name

of deceased Member of Congress). : T ae e e o
e. VWhen a constituent’s letter results in an inquiry from more thap
M , send an original and letterhead tissue (courtesy)

copy to each Member. Indicate in each letter the name(s) of the other
Member(s) who have received or will be receiving an identical respomse,
vhen possible.

f. When a letter is signed by more than one Member of Comgress, send

an identical original and letterhead courtesy copy to each Member. Indicate
that each Member received an identical response. .

g. Do not use an sttenmtion Jline in congressional correspondence.

However, use an attention line on the envelope if the Member of Congress
asks that the reply be sent to the attention of a particular staff member.

Chap 4
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FIGURE 4-1., GENERAL INSTRUCTIONS FOR CONGRESSIONAL

CORRESPONDENCE (CONTINUED) —

7/12/85

2
h. The constituent’s letter, which is returned to the Member of Congress,

is counted as an enclosure, Type Transmitted Correspondence on the original
and all copies of the letter.

i. Correspondence which wi sign Admini must not
have the right margin justified.

Sincerely,

Ruth A, Marshall
Director, Aeronautical Center

Enclosure
Transmitted Correspondence

Page 62
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FIGURE 4-2. COPY RBQUIREMENTS

1360.16

US Department Southern Region P. 0. Box 20838

of fransportahon : Attanta, Georglas 30320
Federal Aviction

Administration

The Bonorable Albert J. Jackson (see Appendix 1, Forms

United States Semator . of Address, for Members

111 South Lowe of Congress)
Atlanta, GA 30301 -

Dear Senator Jackson:
Prepare the following copies when replying to congressional correspondence:

a. Member of Congress. Letter original and letterhead tissue with
any enclosures and the transmitted correspondence. If the Member requests
the reply be addressed to his/her district office or directly to the
constituent, send one letterhead tissue, a copy of any enclosures, and a
copy of the transmitted correspondence to the Member‘s Washington office.

b. Administrative Staff (AOA-3). Two readable, reproducible copies
if the reply is signed by the Administrator or the Deputy Administrator OR
one readable, reproducible copy if the reply is signed at other levels.
(AOA-3 will accept machine-reproduced copies.) Attach a copy of any
enclosures to one copy marked for AOA-3. If the correspondence was received
by the region or center directly from the Member of Congress, attach a
copy of the incoming correspondence to the AOA-3 copy.

c. Executive Secyetarjat (S-10). One reproduced "xeroxed" copy of
the signed original with a copy of any enclosures marked for S-10 if the
correspondence is also controlled by S-10 and signed at any level other
than the Secretary (8-1) or the Deputy Secretary (S-2). If the reply is
signed by S-1 or $~2, provide one readable copy for S-10. All S-10 copies
wmust be sent to AOA-3. :

d. Officjel File. The official file copy with a copy of any enclosures
and the incoming corespondence. 1If the reply is signed by S-1 or §-2,
prepare an additional official file copy with no coordination in the ladder.

e. Reading File. One readable copy marked for the reading file of
the signer if the reply is signed at a level other than the Administrator
or the Deputy Administrator.

Chap 4
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7/12/85

2

f. Other Information Copies. As determined necessary by the action
office, one readable copy for any office, service, region, or center with
a copy of any enclosures and the incoming correspondence.

Sincerely,

Mgrk A. Cartwright
Director, Southern Region

Enclosure
Transmitted Correspondence

cc:
Washington Office

Page 64

Chap 4




7/12/85

FIGURE 4-3. CARBON COPY NOTATIONS

—_—

1360.16

FAA Form 1380-14 (6-81)

August 25, 1984

The Honorable John Jones

Member, United States House of
Representatives

301 Rochester Avenue

Dallas, TX 76101

(see Appendixz 1, Forms
of Address, for Members
of Congress)

Dear Mr. Jones:

The following guidelines apply to carbon copy sotations on congressional
co:roypoudencc:'

a. Op the originel of the letter and the letterhesd tiseue, & carbon
copy notation is permissible when the reply is sent to the district office
of the Member of Congress. Example:

cc:
VWashington Office

"b. . :
show the other carbon copy notatioms.

(1) Copies controlled by the Executive Secretariat (8-10) and/ox
the Aduministrative Staff (AOA-3) are shown as follows:

ec:
AOA-3 (Control A840815022)
8-10 (Control 8408130056)

(2) Copies received by the region or center directly from the

Member of Congress are shown as follows:

ec:
AOA-3

OFFICIAL FILE COPY

CONCURRENCED

RTG S$YMBOL

ASW-500
‘?-A )
{oat
F/23/64
[R7G SvmsoL

ASW~-2

b e ——
INITIALS/SIG.

OATE

RIG. SYMSOL

s rm———
INITIALS/S1G.

DATE

hmm———
RTG. SYMOOL

Jrrerrp—
IMITIALS/RIG.

[oave

pr——————
AYG. SYMBOL

e m——
INITIALS/SIG.

foave
|
WTG. SYMBOL

Y —
INITIALESIG.

DATE

rm———————————
ATG. SYMBOL

INITIALS/BIG.

DATE

sU.8. GPO:  1903-674-547

Chap 4
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FIGURE 4~3. CARBON COPY NOTATIONS SCONTINUEDZ
. 2
(3) Additional copies for another office, or
center are noted below the last notation as shown below:
cc:
Washington Office
AOA-3 (Control AB40815022)
$~10 (Control 8408130056)
ANM-1
Sincerely,
Original signed by
Raymond J. Naranjo
Raymond J. Naranjo
Director, Southwest Region
Enclosure
Transmitted Correspondence
cc: :
Washington Office
AOA-3 (Control AB40815022)
§-10 (Control 8408130056)
ANM~1
ASW-1
ASW=500:CEJones:saa:FTS 379-4056:8/23/84 (WP:Document Name or Kumber)
Page 66 Chap 4
{thru 70)
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FIGURE 5~-1. ADMINISTRATOR S CORRESPONDENCE—-LETTERS

i ‘9.';‘ & “:“-vlkv BEIE e me
US Department - Oftce of the Agmmistrator 800 independence Ave SW
of Fansporiahon e / Washmgton DC 20591
Federal Aviation
Administration
(stamp or type date here when signed)
Mr. Kevin Bond
234 East Hightower Street
Oklahoms City, OK 73132
Dear Mr. Bond:
Letters for the signature of the Administrator or the Deputy Administrator
or letters of special interest to them that are signed by others are controlled
by and routed through the Administrative Staff (AOA-3).

8. If information from a region or center is needed to respond to
correspondence designated for the Administrator’s oigmtute. the Federal
Aviation Administration headquarters office of primary interest shall
obtain the required information and prepare the final response. All
interim replxes to such correspondence are prepared by the FAA headquarters
office of primary interest and are signed by the lpproprute Associate
Administrator or office/service head.

b. If a letter is signed outside the Office of the Adniniltritér,
but controlled by AOA-3, forward one readable copy .of the response to AOA-3.
The AOA-3 control number is shown on this copy. -

c. The following are suggested opening statements for correspondence
referred by AOA-3 for signature of another official.

(1) Thank you for your letter of (date) to the (Administrator)
(Deputy Administrator). (He/she) has _asked (us) (me) to reply to you
regarding (subject). (NOTE: 1If it“s a late response, eliminate the date.)

(2) The Administrator hu uk,ed pg,to ghan you for your expreu:.on
of interest in (subject). . o

d. If a letter is signed by the head of an office and deemed of sufficient .
interest to the Administrator or the Deputy Adnmutrltor, forvazd two
readable copies to AOA-3. .

Use the following guidelines when preparing a letter for the ugmture“ N
of the Administrator or the Deputy Administrator.

8. Prepare the letter on Office of the Administrator letterhead.
Forward an official file copy and two readable copies with the letter.
All copies must be identical to the original. Approval letters are signature
mail and the same number of copies are required.

Chap 5 Page 71




1360.16

FIGURE 5-1. ADMINISTRATOR’S CORRESPONDENCE--LETTERS (CONTINUED)

7/12/85

b. Do not use an attention line.

c. Do not use the personal pronoun "I" unless requested by the Adminis-
trator’s office; this permits an official other than the Administrator
to sign the letter without rewriting. The use of the promoun "we" is
permitted.

d. The signature block is typed five lines below the complimentary
close. Enclosure notations are typed two lines below the title.

e. Do not show copy distribution on originals.
f. Do not staple originals or courtesy copies.
g- Do not justify the right margin.

h. Attach a readable copy of the incoming letter, background information,
and any enclosures to one of the copies if the correspondence is not controlled
by AOA-3.

i. Attsch all voided official file copies. Return the letter originally
intended for signature including any notes from the Office of the Administrator
or Deputy Administrstor.

j. Limit concurrences to ome for each office, service, region, or
center involved, including the preparing element. The imitials and surname
are required. Other levels may initial in the space below or to the left
of the ladder of the official file copy.

k. The originating office shall retain all informstion copies to be
distributed outside the office except those for AOA-3 and higher offices.
Upon receipt of the dated and stamped official file copy, the origimating
office indicates date signed, signing official, and routes information
copies. .

1. Detach mail coutrol slips, route slips, and any other material
not pertinent to the correspondence.

w. If a briefing memorandum is necessary, limit it to one page where
practical. Do not repeat the content of the related letter in the briefing
memorandum. Give significant background information; reasons for the action
proposed; pertiment policies, laws, or precedents; concurrences oOr views
of other officials; snd possible alternatives. Briefing memorandums are
signed by Associate Administrators, heads of offices and services, or their
deputies or designated slternates. -

Sincerely,

Donald D. Engen
Administrator

Page 72
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FIGURE 5-2. ADMINISTRATOR”S CORRESPONDENCE--MEMORANDUMS
TR ole. VNS T202ANIVR © LURRESIUNDENGE-—MEMORANDUMS

Q Memorandum

US Dendartment
of ransporiat on

Federol Aviation
Administration

Sutwc! ACTION: Administrator’s Correspondence-- Las  (stamp or type
Memorandums date here when
signed)
Hepy 10
from  Administrator . Aun of

To Associate Administrator for Administration

Memorandums for the signature of the Administrator or the Deputy Administrator
are prepared sccording to the guidelines in figure 5-1.

8. Type the title only in the Prom: line.

b. Leave the Reply to Attm. of: block blank except when writing to
the Secretary. In this case, type the drafter’s name and telephone number
in the block.

¢. Use the title only in the To: linme. Do not use a routing syﬁbcl
with the title.

Donald D. Engen

« Page 73
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s CM?TER 7. WEITE HOUSE CORRESPONDENCE

IR

70, DEFINITIONS. .

“a” 'White House correspondence is all correspondence sent to or prepared
for the signature of the Presidemt or White House staff members and all
correspondence referred from or controlled by the White House for direct
reply. ozj,appropriate__handling. The time limit for reply is 9 working days

from date of receipt in the action office unless a different due date is
specified.

~ b. White House bulk mail is correspohdence referred by the White House
that is not controlled by the Administrative Staff (AOA-3). The time limit
for reply is 15 days from date of receipt in the actiom office. .

71. TIME LIMITS. If the due date for a reply to controlled White House
mail cannot be met, the action office prepares an interim response which
includes the best possible estimate as to when a complete reply can be
expected. If the Secretary or Deputy Secretary will sign the final respomnse,
the interim response may be signed by the action office unless otherwise
specified. If the final response is signed within a Federal Aviation
Administration (FAA) element, the acknowledgment is signed within the same

*

organization. The action office may sign the interim response, as appropriate.

72. COPY REQUIREMENTS. Copy requirements for White House correspondence
are as follows:

a. The standard. copies prescribed for all correspondence as explained
in figure 3-5. ' :

~ b. One readable courtesy copy. Additional copies are prepared if requested
or if it is v_certain they are needed. ’

N “c. One readable copy of the proposed reply for the Executive Secretariat
(8-10).. T

... .4, One readable copy of the proposed reply for AOA-3 OR two readable copies
if the reply is signed by the Administrator or the Secretary.

73 0-79 . R_g_SE_B_V_En’Q
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FIGURE 7-1. TRANSMITTAL MEMORANDUM FOR
WHITE HOUSE (PRESIDENT'S) CORRESPONDENCE

Qe

Deportment Assistant Secreta 400 Seventh Streel, SW.
%iuwmm of tor f;\:‘inisna't.ﬁonry Washington, D.ge 20590
Office of the Secretary

of Transportation

(stamp or type date here when signed)

MEMORANDUM TO: (staff member’s name)
Director, Agency Liaison
Presidential Correspondence
The White House

SUBJECT: (state your subject)

This transmits the proposed reply. Summarize the background of the letter,
the action taken, and the reasons for the reply. Reference any pertinent
precedents, laws, and policies. Do not restate the contents of the enclosed
draft.

This format is called a formal memorandum and normally used only when

writing to the White House. The words "enclosed" and "enclosure” are used
in formal memorandums.

% Ruth Drinkard Knouse
Director, Executive Secretariat

Enclosure

Chap 7
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FIGURE 7-2. PROPOSED REPLY FOR WHITE HOUSE (PRESIDENT S) CORRESPONDENCE

PROPOSED REPLY

Dear Mr. Bond:

Correspondence to be signed at the White House (President “s) level is prepared

as outlined below:

a. Type the letter in double~spaced draft form on plain white bond.
Type the words PROPOSED REPLY in all capital letters in the upper right
corner, leaving one space between each letter. This proposed reply is

sent by transmittal correspondence (see figure 7-1).

b. Return the White House correspondence after reproducing a copy
for the action office”s official file. Make a notation Original of incoming

correspondence returned to White House on the official file copy.

c. Show the name and address of the recipient two lines below the
signature block, flush with the left margin, approximately nine lines below

the complimentary close.

Sincerely,

(do not type a signature block
or title unless specified in the
instructions received)

Mr. J.R. Bond (addressee)
2020 Delta Lane
Atlanta, GA 30320
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FIGURE 7-3. TRANSMITTAL MEMORANDUM FOR WHITE HOUSE
(VICE PRESIDENT'S) CORRESPONDENCE

Q

U.S.Department of Assistant Secretary 400 Seventn Street, SW.
TWQ"O" {or Administration Washington, O.C. 20590
Office of the Secretary

of Transportation

(stamp or type date here when signed)

MEMORANDUM TO: (staff member s name)
Office of the Vice President

SUBJECT: (state your subject)

This is the transmittal letter used by the Executive Secretariat (§-10)
to send the Administrator”s reply to the Office of the Vice President.
Summarize background of the letter, the action taken, and the reasons for
the reply. Reference any pertinent precedents, laws, and policies. Do
not restate the contents of the enclosed letter to the Vice President.

This format is called a formal memorandum and normally used only when
writing to the White House. The words "enclosed" and "enclosure" are used
in formal memorandums.

Ruth Drinkard Knouse
Director, Executive Secretariat

Enclosure

Chap 7
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FIGURE 7-4. MEMORANDUM TO BE USED AS AN ENCLOSURE
TO THE VICE PRESIDENT"S REPLY TO CONSTITUENT

7/12/85

Qe

US.Department Office of the Administrator 800 Independence Ave . S.W
of Transportation Washington. D C 20591
Federal Aviation
Administration
(stamp or type date here when signed)
MEMORANDUM TO: The Vice President
SUBJECT: (state your subject)
This is a letter that the Vice President”s office uses to enclose with
a short letter from the staff member back to the constituent. This reply
is always in final form (not draft) and is always written to the Vice President
and not to the constituent. This reply is signed by the Administrator
and transmitted through the Executive Secretariat (S-10). Do not justify
the right margin.
Donald D. Engen
Administrator
Page 96 Chap 7 -
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uS.Deportmert T T y 800 Independence Ave S W

of fronsportation T Washington. D C 20591
Focs wighon® .
Administrotion

_ (stamp or type date here when signed)

Mr. J.R. Bond

2020 Delta Lane

Atlanta, GA 30320

Dear Mr. Bond: .

White House referrals for direct reply are prepared according to the following
guidelines.

a. When replying to Presidential mail, do not use phrases containing
the word referred, indirect or impersonal phrases, or phrases which mention
the White House as though it were a person. Use the following phrases:

(1) President (surname) has asked me to thank you for . . . .

(2) Thank you for your letter of January 1, 1984, to President
(surname) . . . .

(3) On behalf of President (surmame), thank you for . . . .
b. When it is inappropriate to express appreciation, use:
(1) President (surname) has asked me to reply to . . . .

(2) Your letter of January 1, 1984, to President (surname) was
received . . . .

c. Furnish the White House a copy of the reply when requested to do
80 or if, in the opinion of the action office, the reply is of unexpected
interest or significance. In such cases, attach s readable copy of the
incoming letter to the White House copy of the outgoing letter. Prepare
this copy of the reply on letterhead tissue.

Sincefely,

Glenn R. Wright
Associate Administrator for Air Traffic

Chap 7 ’ : Page 97
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CHAPTER 8. TELECOMMUNICATIONS

m——

80. USE. Telegrams and other forms of message transmittals are used for
correspondence when both speed and a written record are essential. Use
telecommunications only when necessary.

81. MESSAGE STYLE. Use the following standards of style when preparing
messages. ’

a. Omit the articles a, an, and the unless they are needed for clarity
or unless they are part of a quoted passage.

b. Type numerals as Arabic numerals. Use numerals and the slash mark
when writing fractions rather than the typewriter fraction. Write compound
numbers with a hyphen. Examples:

2 1/2 | 1984-85

c. Keep punctuation to a minimum and use only as needed for clarity.
Do not use words such as Stop, Comma, Quote, or Period. When open punctuation
is specified, do not use any punctuation.

»,

d. Avoid use of unnecessary words such as Mr. or Please.

e. Use standard agency abbreviations. Use other abbreviations only
when it is certain they will not cause confusion.

£. Do not underscore for emphasis (underscoring is not transmitted).

g. Do not use the following symbols since they are not on the keyboard
of a teletype machine and must be spelled out: +, Z, *, @ or ©,

h. Use all capital letters.

82. PREPARATION OF STANDARD FORM 14 (SF-14). Fill in all applicable spaces

on the first page of a message. Start typing succeeding pages two lines
below the TO: caption; the top portion need not be repeated. Prepare the
same copies as prescribed for a memorandum or letter. Attach material to be
facsimiled (an exact copy of the original document transmitted by wire
service) to the SF-14. This material should be an unstapled, readable copy
in good condition. Tissue copies are mot accepted.

. a. Name of Agency . Type FEDERAL AVIATIOR ADMINISTRATION (FAA for
within agency), name of office or organizationmal unit, mailing address,
city, State, and ZIP Code. o :

b. Precedence.

(1) Type lDﬂTIlB”fo: messages that need not reach the addressee by
close of the current workday. o

Chap 8 Page 105
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(2) Type PRIORITY for messages that must reach the addressee
before the close of the current workday. (See figure 8-6 for time zone .
map.) Normally, a priority message reaches its destination within 4 to 6
hours. However, if delivery time is critical, type a note at the bottom
center of the page. Example:

ADDRESSEE MUST BAVE FOR ACTION BY 4:30 PM EST

c. Security Classification. If the message isnot cla/ssified, type URCLAS
in the security classification block. If message is classified, see Order
1600.2B, National Security Informatiom.

d. Accounting Classification. Leave blank unless a COLLECT or CHARGE
TO message.

e. Date Prepared. Type the month, day, and year us ing numbers only; e.g.. s
5/14/84.

f. Type of Message. Check SINGLE, BOOK, or MULTIPLE ADDRESS as appro-
priate.

(1) Single. Check SINGLE when sending a message to one addressee
only.

(2) Book. Check BOOK when sending identical messages to two or
more addressees and each need mot be informed of the other recipients. When
the addressee must mot be informed of other recipients, insert the phrase
(PROTECT TO EACH ADDRESSEE AS A SINGLE ADDRESSEE) in parentheses immediately
above the list of addressees.

(3) Multiple Address. Check MULTIPLE ADDRESS when each addressee
must be informed of the other addressees. Type the names, addresses, and
the message on the SF-14.

g. Name and Telephone Number. Type the name and rout ing symbol of the
writer of the message. Type the complete telephone number, FIS or commercial.

h. Message to be Transmitted. Do not type beyond the dotted guideline.

(1) Address.

(a) For action addressees, begin the list two spaces to the right
of the TO: caption. Type in capital letters, block style, single spaced,
with open punctuation. Double space between multiple addresses. If the
printed TO: caption is followed by instructions (see figure 8-1), begin the
list of addressees two lines below the TO: captiom. '

(b) For information recipients, type INFO: two lines below
the end of the action addressees and begin the 1ist of information addressees
two spaces to the right using the same format as for action addresses.

(c) Always include the ZIP Code for addresses outside the Federal

Government.

Page 106 Chap 8
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(d) Include the telephone number of the facsimile machine to
which the message will be sent for facsimile messages sent outside the FAA.
Include a confirmation telephone number when confirmation of receipt is
desired. These telephone numbers are typed to the right of the address (see
figure 8-5).

(2) Body. Begin the body of the message flush with the left
margin two lines below the last line of the address. Use all capital letters.
Block paragraphs, double space text, and triple space between paragraphs.

i. Signature. Type the full name and routing symbol of the signing
official in capital letters five lines below the last line of the body of
the message flush with the left margin. If the message is going outside the
Federal Aviation Administration, type the signer’s title and routing symbol
in capital letters on the second line and FEDERAL AVIATIOR ADMIRISTRATION on
the third line.

j. Copy Distribution. On the carbon copies omly, type cc: flush with
the left margin two lines below the last line of the signature element.
Begin the list of recipients on the next line flush with the left margin and
jnclude information addressees to receive copies Dby mail rather than by

.

wire. Send information copies through the mail when speed is not essential.

k. Identification Line. Show this line on carbon copies as illustrated
in chapters 2 and 3.

1. Page Number and Number of Pages. Show the individual page number
and total number of pages in the appropriate blocks om the SF-14.

m. MessageDelivery. Hand-carry message to the telecommunications center.

83. REFERENCE. See Order 1770.6, Communications Control Center Handbook,
and subsequent revisions for instructions on preparation of General Notice
(GENOT) and Regional Office Notice (RENOT). See Order 7930.2A, Notice to
Airmen (NOTAMS), and subsequent revisions for imstructions on preparation of
NOTAMS.

84.-89. RESERVED.
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FIGURE 8-1. SAMPLE SF-14 TO OTHER FAA OFFICES

3 SRR e s

TELIGRAPHIC MESSAOE 3 =

MAMEOF AOBACY L= SRCIRTY CASENCANON
FAA CENTRAL REGION o
601 EAST 12TH STREET ACNo% PRIORITY o
KANSAS CITY, MO 64106 - : 1m RQ‘JTINE CLAS
ACCOUNTING CLABSIRCATION e —
. 8/15/84

708 RFORMATION CALL
- ' —— T OF MEDLARE
JIM C. JAMES, ACE-64C 749-4459 u”l g“ Dm

THIS SPACE FOR USE OF COMMUNICATION UNIT

[T,

MESSAGE YO BE TRANSMITTED (Use deabis spaning and all aapitel lstture)
T0: (PROTECT TO EACH ADDRESSEE AS A SINGLE ADDRESS)

FAA EASTERN REGION (AEA~60)
NEW YORK NY

FAA GREAT LAKES REGION (AGL~60)
DES PLAINES IL

INFO: FAA HQ WASH DC (AMS~400)
THIS FIGURE ILLUSTRATES THE PK)?ER WAY TO PREPARE A MESSAGE TO OTHER

FAA OFFICES. THE TEXT OF THE MESSAGE BEGINS 2 LINES BELOW THE LAST

ADDRESS LINE.

TRIPLE SPACE BETWEEN PARAGRAPHS OF THE TEXT.

JOEN Q. DOE, ACE-60

SBOUNTY CARBIRCANION
PADE MD. | M0. OF POR.
1 1 UNCLAS
STANDARD FORM ¥4 &é
Pogvipes oo welile  MEN 7540-00-404-0000 * @0 : 103 0 = M4 (4601)

VS 11-80
GOA FPMA (41 OR) 0V-30.308
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VT FIGURE 8-2. SAMPLE CHARGE TO SF-14

TELEGRAPHIC MESSAGE

-, FEDERAL AVIATION ADMINISTRATION 1 ,
" NEW ENGLAND REGION Amow  ROUTINE UNCLAS
12 NEW ENGLAND EXECUTIVE PARK I
| BurLINGTON, MA 01803
ACCOUNTING CASSINCATION DATE MIFANID [ ]
SEE BELOW 10/4/84
FOR INFORMATION CALL
NAME FHOME NUMBER TYPE OF MESSALE o
SUZANNE M. ADAMS, ANE-30 392-4443 deoe  [Jeoor [JN000
THIS SPACE POR USE OF COMMUNICATION UNIT .

CHARGE TO: TYSON TITLE COMPANY 14509 SOUTH PARKWAY DALLAS TX 76359
PHONE 217-712-2727
MESSAGE TO BE TRANSMITTED (L dowble spacing and oll capital lowers)

10: KINGS AIRLINES INC
55-69 KINGSWAY
LONDON WC2R ODP

THIS FIGURE ILLUSTRATES THE PROPER WAY FOR THE ORIGINATOR TO PREPARE A’
CHARGE TO TELEGRAPHIC MESSAGE TO AN INDIVIDUAL OR ORGANIZATION AT A

NON-FAA LOCATION.

CHARGE TO MESSAGES ARE SENT TO ORGANIZATIONS OR INDIVIDUALS AT ANY
ADDRESS IN THE WORLD WHEN ARRANGEMENTS FOR PAYMENT WERE MADE WITH AN
INDIVIDUAL OR ORGANIZATION LOCATED WITHIN THE 50 STATES, CANADA, OR

PUERTO RICO.

COMPLETE MAILING ADDRESS AND TELEPHONE OF THE CHARGE TO INDIVIDUAL
OR ORGANIZATION IS REQUIRED TO ENSURE THE MESSAGE IS CHARGED TO THE

PROPER INDIVIDUAL OR ORGANIZATION.

ADAM J. SANDERS
MANAGER, BUDGET DIVISION, ANE-30
FEDERAL AVIATION ADMINISTRATION

PAGE NO. ND. OF PGS.
1 1 UNCLAS
m-?." P ol vukls 0 700-00-004-2000 * @0 : 1981 0 - M1-52§ “”‘:;-
GRA TPk (4) O] 101-30.30¢
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: FIGURE 8-3. SAMPLE COLLECT SF-14
, . _
MAME OF AOBNCY PRSCHDENCE
FEDERAL AVIATION AIMINISTRATION GUssIRcARD
WESTERN-PACIFIC REGION acnow PRIORITY UNCLAS
P.O. BOX 92007 WORLDWAY POSTAL CENTER
LOS ANGELES, CA 90009 o
ACDOUMYIMG CASSIRCATION DATE NPAND [, ]
COLLECT 9/9/84
TOR INFORMATION CALL
AME TOWE WUNSIR [ TVeE OF MiimaOe
|[MARK K. ALEXANDER, AWP-24 536-7229 Owes R [0
TATS SPACE FOR USE OF COMMUNICATION UNIT T
7 MESSACE TO BE TRANSMITIEO (Usw deaiie shasing oud ol snpiial lostors)
T0: RICHARD E SMITH 213-123-1234
190 WEST IMPERIAL AVENUE
GRAND PRAIRIE TX 75050
BELL HELICOPTER TELEX 748229 BELLHCTP FTVW
ATTN MONTY JONES
P 0 BOX 3069
FORT WORTH TX 76101
THIS FIGURE ILLUSTRATES THE PROPER WAY FOR TEE ORIGINATOR TO PREPARE
A COLLECT TELEGRAPHIC MESSAGE TO AN INDIVIDUAL OR ORGANIZATION AT A
NON-FAA LOCATION.
-‘COLLECT MESSAGES ARE SENT TO ORGANIZATIONS OR INDIVIDUALS WHO BAVE
PREVIOUSLY AGREED TO PAY THE CHARGES WITHIN THE 50 STATES, CANADA, OR
1 PUERTO RICO. - THE COMPLETE TELEPHONE NUMBER PLUS AREA CODE OR TELEX
NUMBER 1S LISTED IMMEDIATELY FOLLOWING THE NAME IN THE ADDRESS LINE.
JONATHAN L. BANKS e
MANAGER, ACCOUNTING DIVISION, AVP—ZO
FEDERAL AVIAIION ADHINIS'HATION
) ADDKESSEE MUST HAVE FOR ACTION BY 4:30 PM CST
PADE MD. D, OF P08,
1 1 UNCLAS
STANDARS PORM 4 -
o e oo eflioms wille 000t 7000004043000 * @0 : 1981 0 - M6 (403
Chap 8 Page 111




.16
1360 7/12/85
FIGURE 8-4. SAMPLE SF-14 OF A -FACSIMILE MESSAGE SENT WITHIN FAA

TELEGRAPHIC MESSAGE

NAME OF ADENCY PRRCEDENCE SECUNITY CLASSIRCANON

FAA SOUTHERN REGION | MCNON PRIDRITY - UNCEAS

P.O. BOX 20636 Tt o

ATLANTA, GA 30320 Lo

ACCOUNTING CLASSINCATION DATE MIPAD [ 7]

8/25/84
POR INFORMATION CalL
| EDWARD K. MARTIN, ASO-14 246-1010 g wos  Qwor [ lom|
THIS SPACE FOR USE OF COMMUNICATION UNTT
MESSAGE TO BE TRANSMITTED (U dewbie spacing ond all aspital lovors)

TO0: FraAA HQ WASH DC (APT-10)

TRANSMIT THE ATTACHED 5 PAGES VIA FACSIMILE.

JAMES N. BARRETT, ASO-10

SICURITY QASEIMCATION
PADE ND. ND, OF 108.
1 6 UNCLAS

mr." Frovios aftion wkle | W TS 00-000-2008 * @0 ; 1M1 0 - Mi1-526 M‘;-
OBA fomi (4 OR) ¥01-26.308

Page 112
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FIGURE 8-5. SAMPLE SF-14 OF A FACSIMILE MESSAGE SENT OUTSIDE FAA

TELEGRAPHIC MESSAGE
NAME OF AGENCY ) PRECEDENCE SECUNTY CLASSINCATION
FEDERAL AVIATION ADMINISTRATION
NORTHWEST MOUNTAIN REGION ACTION. PRIORITY UNCLAS
17900 PACIFIC HIGHWAY SOUTH, C-68966
SEATTLE, WA 98168 oo
ACCOUNTING CLASSINCATION DATE FIPAND [ 7
8/19/84
FOR INFORMATION CALL
(7Y THONE WSS TVIE OF MEIEAOE
JENNIFER L. BATES, ANM-23 392-2904 Ewos  [Jeoox [

THIS SPACE FOR USE OF COMMUNICATION UNIT

WMESSADE TO BE TRANSMITYED (Use donbie spusvng ond oll aspital losiors)

LOS ANGELES CA 90009

JOHN K. ALEXANDER

FEDERAL AVIATION ADMINISTRATION

T0: smrTh AVIATION (MACHINE NUMBER:
1343 BAKER ROAD (CONFIRMATION NUMBER:

MANAGER, ACCOUNTING DIVISION, ANM-20

TRANSMIT THE ATTACHED 5 PAGES VIA FACSIMILE.

213-536-6935)
213-536-6900)

MVISED 11-40
O8A FPNR (41 CTR} ¥01-25.208

SOCURITY CLASSINCANON
PAGE NO. | MO. O vas.
1 6 UNCLAS
STANBASD PORM 4 Oroviom eliions wusbie  HRN 7040-80-404-3048

w QPO : 1931 0 ~ M3-520 (6501)

posssnd
.-

Chap 8
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TIME ZONE MAP

FIGURE 8-6.

1360.16
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CHAPTER 9. COORDINATION =
90. GENERAL..

a. Coordination is the procedure by which the action qfiiqé{gpsq;gsﬂ;
coordinated response prior to presentation for approval and/or ‘signature.
Coordination of outgoing correspondence:

(1) Will be held to a minimum and will be effected by the quickest
and most informal method appropriate for action.

(2) Will be effected with only those offices having a vital or
substantive interest in the subject matter. - '

(3) Shall not be requested merely for courtesy or informational
purposes. » At/ na.

(4) Will be accomplished by the originating office during draft stages
to avoid revisions of final copy when practicable. ~~ — -~ v

(5) Will be effected without delay. The urgency of responding
will determine the length of time allowed for coordination. Normally,
coordination will be conducted within 1 working day. However, if the urgency
of the correspondence dictates, this time will be reduced.

b. When coordinating correspondence, the following definitions apply:
(1) Concurrence. Indicates agreement with the concept of the response.
(2) Concurrence with Comment. Indicates agreement with the concept

of the response, but it should be revised to avoid an incorrect, unresponsive,
or misleading statement. '

(3) Nonconcurrence. Indicates disagreement with "the concept of
the response. ’

91. METHODS OF COORDINATION.

a. Sequential. Send the correspondence to one office at a time for
signature on the same official file copy.

b. Simultaneous. Send a copy of the correspondence to each coordinating
official at the same time. The coordinating official should coordinate with
the originator by telephone or personal visit to resolve any differences.
If coordination is performed in this manner, notation should be made on the
ladder of the official file copy.

c. Telephonic. In instances where the originating office and the
coordinating office are distances apart, coordination by telephone is advis-
able. Read the correspondence to the coordinating official and request oral
approval. Note on the ladder of the official file copy that coordination
was obtained by telephone.

Chap 9 ‘ Page 121
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92. COORDINATION PROCEDURES.

a. Concurrence. If the correspondence in question is acceptable, the
coordinating official will legibly write his/her initials, surname, and the
date in the appropriate block on the ladder on the official file copy.
Promptly send the correspondence to the next coordinating office (or the
originating office as appropriate) by whatever means necessary to meet the
deadline date.

b. Concurrence with Comment. If the comment proposes a change, clear
the comment with the originating office and any previous coordinating offices.
The originating office will retype the correspondence to incorporate the
change. If the comment does not suggest a change in the correspondence, but
provides additional information or is of a sensitive nature, attach the
comment to the outgoing correspondence and return it to the originating office.

c. Nonconcurrence. If at all possible, disagreements should be resolved.
If they are not, state the differences and reasons on a briefing note and return
it with the correspondence to the originating office.

d. Unresolved Issues. The originating office shall resolve all non-
concurrences and comments made by coordinating offices before fransmittal of
the correspondence. If comments cannot be adopted or nonconcurrences resolved,
refer the matter to the next level of supervision, preferably with an explanatory
summary. The summary should clearly define the comment(s) and/or nonconcurrences
not adopted or resolved and the reasons for such nonadoption or nonresolution.

93.-99. RESERVED.
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100.

a. Corres
the receipt, location, and. disposition
control system may.vary td‘méét the needs

1360.16

CHAPTER 10. CORRESPONDENCE MAIL CONTROL

e mail control refers to any system used to record

of correspondence. The type of
of the individual office. Bowever,

it should provide the amount of cortrol required to emsure a prompt response

and limit the number of po

o i» b ‘Ma i1 Control Fc:>rms . Some of the
in figures 10-1,°10-2) ‘and 10-3.

: c. Control of White House Referrals

- -8taff conducts surveys of response time to

~ White House correspondence control points a
on the volume of ‘mail referred from the Whit

" of letters and dispatch of replies. This

ints controlling the same piece of correspondence.

forms used to control mail are shown

. From time to time, the White House
correspondence it has referred.
re responsible for keeping data
e House and the dates of receipt
data must be kept for 6 months.

~ _FIGURE 10-1. SAMPLE OF FAA FORM 1770-5, MAIL CONTROL

FROM DATE-CORRESP, CONTROL NO.
APT-1 7/1/84 1-7-5 Number ing
SUBJECT DATE RECD. SUSPENSE DATE systems
Employee Assistance Program 7/6/84 7/20/84 may vary.
: T0 DATE
1
REMARKS o 2S8v-10 A 7/6/84
Please prepare reply for ASW-1l signature. 2
S ) | ap—
.. ACTION TAKEN 14
[Owo acTion necessany « -o - }
DATE ACKNOWLEDGED o 4 _ By ;I L
DATE ANSWERED bvi&%&‘ 5
OTHER z SR
FAA Form 1770-5 (1=72) MAIL CONTROL . - - TORMERLY FAA FORM 1028
Chap 10 Page 131
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FIGURE 10-2.

SAMPLE OF ADMINISTRATIVE STAFF (AOA-3) MAIL CONTROL FORM

7/12/85

ADMINISTRATOR’S CORRESPONDENCE CONTROL AND INFORMATION SYSTEM
ACTION TRANSMITTAL FORM ’

RUN DATE:

(Only office specified as the action
ACTION OFFICE: APT-1 office should respond to the letter.)
CONTROL NUMBER: AB840825015 '
SUBJECT DESCRIPTION: AIRWAY SCIENCE PROGRAM

SIGEATURE 1EVEL: APT-1

ORIGINATOR: .
RAME : JOHNSON ANDREW
TYPE: U.S. SENATOR

ROUTING SYMBOL:
CORRESPONDENT: GOODRICH

CORRESPONDENCE DATE: 08/20/84 ACTIOR DATE: 08/24/84

SUSPENSE DATE: 08/31/84 * (If no due date is specified, appropriate
- action is determined by action office.)
MESSACK :
THIS CORRESPONDENCE WILL BE MICROFILMED.
PROPOSED COORDIEATION OFFICES:

INFPORMATION COPIKS: (Denctes offices to which AOA-3 sent
copies of the incoming letter. The
originating office determines which

AOA-1 AAM-1 AOA-10 offices receive copies of response.
) AOA-3 receives a copy of response
ARALYST: ROGERS CAROLYN to correspondence controlled by them,)

PHONE WUMBER: 426-5012

NOTE: The control number is assigned as follows: The letter is a
designator for the FAA; the next two digits are the fiscal year; the
next two digits are the month; the next two digits are the day; and
the last three digits indicate the consecutive number assigned to that
piece of correspondence on that day. '

Page 132
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FIGURE 10-3. SAMPLE OF EXECUTIVE SECRETARIAT (5-10) CONTROL FORM

ACTION
OFFICE
FAA

T0: ‘ FEDERAL AVIATION ADMIN (FAA)

FROM: EXECUTIVE SECRETARIAT (S-10)

CONTROL WUMBER: 8408150026

SUBJECT: LTR FROM LARRY J. QUINCY CONCERNING TRAINING AS

AN AIR TRAFFIC CONTROL SPECIALIST
ACTION: PREPARE FOR THE FEDERAL AVIATION ADMIN SIGNATURE

A REPLY TO THE ATTACHED LETTER FROM LARRY J. QUINCY
DATED 84/08/13.

DUE DATE: 00/00/00.
COORDIMATION: NA
DISTRIBUTION: §-10

ANALYST: | MARGARET SMITH

PHONE NUMBER: 426-4290

IF YOU ARE URABLE TO PROVIDE THE RMQUIRED INFORMATION, PLEASE ADVISE YOUR
ANALYST NO LATER THAN 24 HOURS AFTER THE RECEIPT OF THIS DOCUMENT. TRIS
LEXTTER SHOULD REMAIR WITE INCOMING CORRESPONDENCE AND BE RETURNED WITH
YOUR REPLY. YOUR PROMPT ACTION IS APPRECIATED.

84/08/16  10:25 A.M.

NOTE: The control number is assigned as follows: The first
two digits are the fiscal year; the next two digits are the month;
“the next two digits are the day; and the last four digits indicate
. the consecutive number assigned to that piece of correspondence
-on that day.
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101. CORRESPONDENCE ACKNOWLEDGMENT. When circumstances prevent meeting a

deadline, an interim reply is made. The interim reply should

include the

best possible estimate of when a complete reply is expected. FAA Form 1360-15,
Correspondence Acknowledgment, may be used in lieu of an interim reply

memorandum/letter. These acknowledgment forms may not be used
controlled by AOA-3 (see paragraph 102).

"FIGURE 10-4. SAMPLE OF FAA FORM 1360-15,
CORRESPONDENCE_ACKNOWLEDGMENT (FRONT SIDE)

for letters

c

US.Deportment Postage and Fees -Paid- -~
of Transporanon Federal Aviation
Federal Aviatic Administration
Admim:vﬂon DOT 515

P.O. BOX 25082
OKLAHOMA CITY, OK 73125
AAC-300

Otficiat Business

Penaity for Private Use $300 MR JOHN JONES
1825 NORTH KELLEY
OKLAHOMA CITY OK 73106

FIGURE 10-5. SAMPLE OF FAA FORM 1360-15,
CORRESPONDENCE ACKNOWLEDGMENT (BACK SIDE)

CORRESPONDENCE ACKNOWLEDGMENT

We have received your correspondence dated 9/1/84

your request for a copy of the Airman Directory

35t You may expect a reply by 10/1/84

concerning

O3 We referred your communication for direct reply to you, to:

O

FROM: (Name of FAA organization and routing symbof) DATE 9/5/84

Data Services Division, AAC-300

FAA Form 1380-15 (10-81) SUPERSEDES PREVIOUS EDITION

Page 134
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102. CRITERIA FOR CONTROL. Correspondence from the following 1nd1v1duals
or their staff members is controlled, if action is required.

a. The President and Vice President.

b. Heads of Executive Offices of the President.

c. Cabinet Officers and heads of independent agencies.

d. U.S. Senators and Representatives.

e. Mayors, State Governors, State senators, and State representati§§§:
f. Foreign equivalents of the above.

g. Promlnent citizens including leaders in industry, finance, labor,
politics, law, education, and research. v sour ,

h. The Administrator and the Deputy Administrator.
i. The Secretary and the Deputy Secretary.
103. TIME LIMITS FOR REPLIES. Listed below are the time limits for replies

to the various types of correspondence. The handling of these types of
correspondence is expedited as appropriate.

a. Freedom of Information Act Requests. Reply within 10 working days

from date of receipt in the action office.

b. Privacy Act Requests. Reply within 10 working days from date of
receipt in the action office.

c. Administrator’s Correspondence. Reply within 10 working days from
date of receipt in the action office unless a different due date is specified.

d. Congre381onal Correspondence. Reply within 5 work1ng days from

date of receipt in the action office unless a different due date is spec1£xed.”"'

e. White House Correspondence.

(1) Correspondence Controlled by AOA-3. Reply within 9 working days

from date of receipt in the action office unless a different due date is
specified.

(2) Correspondence Not Controlled by AOA-3 or Bulk Mail. Replywithin

15 working days from date of receipt in the action office.

Chap 10 Page 135
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f. Secretarial Correspondence.

(1) Correspondence Contrélled by AOA-3 Pregared for the Sigpature

of the Secretary or the Deputy Secretary and Correspondence Controlled by
AQA-3 Referred from the Secretarz or the Deputy Secretarz for Direct Reply.

Reply within 5 worklng days from date of receipt in the action office unless
a different due date is specified.

(2) Corresgond ence Not Controlled by AOA-3 Referred from the Secretary
or the Deputy Secretarx for Direct Reply. Reply within 10 working days from

date of receipt in the action office.

g. All Other Correspondence. Reply within 15 working days from date
of receipt in the action office unless a different due date is specified.

104.-109. RESERVED.

Page 136 Chap 10
(thru 144) Par 103



7/12/85 1360.16

CHAPTER 11. ENVELOPES AND MAILING

110. POSTAGE AND FEES PAID MAIL. Mail pieces carrying the statement Postage
and Fees Paid, Federal Aviation Administration may not be used for personal
mail. Postage-paid items are not furnished to private persons or firms for
their submission of information or reports required by law; however, business
reply envelopes, cards, and labels may be enclosed in mail to sources outside
the Government when the information desired is primarily of interest to the
Government .

111. COSTS. Substantial savings are realized by avoiding use of envelopes
larger than necessary. A close fit will provide the least chance for damage.

ENVELOPE MATERIAL

At least 4 1/4" up to 9 1/2" 1 to 5 sheets of letter-size
bond folded in thirds

At least 5 1/2" up to 11" 5 to 10 sheets of letter-size
bond folded in half

9 1/2" x 12" 10 or more sheets of letter-size
bond unfolded

a. The U.S. Postal Service (USPS) considers all envelopes weighing 12
ounces or less as first—class mail unless they are endorsed to a lower-priced
class.

b. Small parcels and flats (envelopes larger than letter size) weighing
over 12 ounces to be sent first class or given priority (airmail) service
for delivery within the United States must be endorsed First Class or Priority.

c. Unendorsed mail weighing over 12 ounces but less than 16 ounces is
classified as third class; unendorsed mail weighing 16 ounces or more is
processed as fourth-class parcel post.

NOTE: If uncertain about an article which must be expedited,
endorse it First Class or Priority.

112. ROUTING SYMBOLS. For regional offices, Washington offices, and the
centers, the importance of using correct routing symbols cannot be
overemphasized.

a. Include the routing symbol when providing addresses to correspondents
and in response to telephone inquiries.

b. Type or write routing symbols immediately below the return address
in the upper left corner of the envelope or mailing label.

113. AIRMAIL. If not using an airmail envelope, clearly mark the envelope
Airmail on both front and back for mail being sent outside the United States
which requires a response.
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114. REGISTERED MAIL.

a. International mail (for delivery outside the 50 States or

U.S. possessions) requlrlng a return receipt must be sent as registered
mail. .

b. Window and padded (Jiffy) envelopes are prohibited.

c. Paper tape should be used. Nylon filament or scotch tape cannot
be used in sealing registered mail because rubber stamp impressions rub off
easily on nonabsorbent tapes.

d. Registration numbers are generally affixed by the local mailroom
or post office, and completion of appropriate forms requesting registered
‘mail service would depend upon their requirements. The exception would be
an office having an assigned block of numbers. PS Form 3811, Return Receipt,
is used for de11very within the 50 States or U.S. possessions; and PS Form 2865,

Return Recelpt, is used for international mail. See figure 11-1.

115. EXPRESS MATIL. Use of the contractor designated by the General Services
Administration is mandatory and shall be used instead of USPS Express Mail.
At low rates, the contractor provides overnight delivery DESK TO DESK throughout
the United States (including Hawaii and Alaska) for urgent letters and
packages not exceeding 50 pounds. USPS Express Mail shall be used only for
addresses containing post office box numbers. This service is to be used
only when time of delivery is critical. For additiomal information, contact
your headquarters, region, or center Logistics Division.

116 . LETTER-SIZE WINDOW ENVELOPES.

a. Window envelopes shall be used to the maximum extent possible to save
separate addressing of envelopes with resultant delay, expense, and errors.

b. The address must be the ONLY thing visible in the window.
¢. A 1l/4-inch cledrance between the address and window edges is
desirable. Shifting of the insert cannot cover or hide any part of the address.

d. Window envelopes cannot be used for registered or confidential mail.

117. SEPARATE COVER. A'iackage containing material identified in a letter
or memorandum as being sent under separate cover should have a copy of the
correspondence enclosed. Its inclusion is shown on the face of the package
with a Letter Enclosed notation if the package is sent other tham first
class to conform to USPS regulat1ons. '

118. ADDRESSING ENVELOPES FOR USPS OPTICAL CHARACTER RECOGNITION (oCR).

a. For Best Service.

(1) Capitalize everything. in the address.

(2) Eliminate all punctuation. The hyphen is an element in the
ZIP+4 code which consists of a five-digit ZIP Code followed by a hyphen and
four digits.

Page 146 LR Chap 11
. e v Par 114



7/12/85 : . 1360.16

(3) Use the common address and State abbreviations found in
appendix 3.

b. Points to Remember.

(1) The envelope must be no smaller than 3 1/2 inches by 5 inches
and no larger than 6 1/8 inches by 11 1/2 inches.

(2) Script-like or artistic types should nét be used.
(3) A uniform left margin should be used.

(4) An attention line, if it cannot be avoided, would be placed
on the second line of the address.

(5) Two spaces should be allowed between the State abbreviation
and the ZIP Code.

(6) Mailwill be delivered to the address immediately above the bottom
line when a box number and a street address appear on separate limnes.

c. Location of the Address. The entire address is located within an
imaginary rectangle, which is the OCR read area, on the front of the mail
piece formed by the following boundaries.

(1) 1 inch from the left edge
(2) 1 inch from the right edge
(3) 5/8 inch from the bottom edge (bottom line of rectangle)

(4) -3 inches from the bottom edge (top line of rectangle)

119. REFERENCE. For additional information about mail procedures, see
Order 1770.11B, Mail Management Standards and Procedures.

120.-129. RESERVED.

Chap 11 Page 147
Par 118 . ' , " (and 148)



7/12/85

FIGURE

1360.16

11-1. SAMPLE POSTAL SERVICE FORMS FOR CERTIFIED AND REGISTERED MAIL

CERTIFIED MAIL:

-
P 593 330 w75
UNITED STITES POSTAL
. &=, | o oyt ot s
i! o o ey ;{ Losad d
: s oerYien |
;5 m'um’ FAA ATRCRAFT RECISTRY AAC-250 h{ !"""“'"‘uz 30X 28
‘ T° : %. { o[PS g e one .
P O BOX 25304 i} __mmx_q.w_
H OKLANCMA CTTY OK 73125 h . o
- X ] l
t-uu-nn-
i @ SR Comvase fams 1. 1.3, t;! [Rsrenns Gasmery S
H it PS| Form 3811 - 133 ot Rasewn Snoving
ERGLT RITRITE A P, : : [ Then one Dom 2o
E-t;h—-—--—-; ! ey Srenps S
£ 1 T 1 7 pre— | Postage
‘ Camsnn o waowemy. !;am o Fose ¢
?m ....... ‘w-u
; P8 Yorm 3800

e CERTIFIED

-

¢ I

Use PS Form 3800 and PS Form 3811.
Service is limited to delivery
within the 50 States and U.S.
possessions.

POSTAL SERVICE OF THE UNITED STATES OF ANERICA
At du Rown du Enn-lub ¢ Andige

o -
Fomivw @ Sween
-

PS Form 2865  PaR AVioN |
L s RETVON RECEPT
Precise instructions are : 2.'._..;'...:_'5 So—_
given on each of the forms PoofatTes ’!‘:.‘:'.‘7.:::‘:.:‘:.:':.'.:‘:.2:::::."
which are obtained from the P Bdans . o e e
: o= | pmrcTOR .
Post Office or mailroom. v :.. | DIRECTOR CENTRAL REGCIOR ACE-1 . .. ........
amomowe | FEDERAL AVIATION ADMINISTRATION
————tT 1 Teaw
| e huraaa {601 RBAST 12TH ST

REGISTERED MAIL: Use
PS Form 3811 to request
service within the 50

X —T] [—
KARSAS CITY MO 64106

Sun-tins & senine

States and U.S. posses-
sions. Registration
numbers are usually
affixed by the post
office or mailroom.

INTERNATIONAL MAIL (outside the 50 States and U.S.
possessions) requiring a return receipt must be

sent as registered mail.
request this service.

Use PS Form 2865 to
Registration numbers are

usually affixed by the post office or mailroom.

Chap 11

Page 149



1360.16

NAME OF RECIPIENT

FIGURE 11-2. EXAMPLES OF ADDRESSES

TOP LINE

INFORMATION/ATTENTION LINE--=-ve== NEXT LINE

DELIVERY ADDRESS--

DELIVERY ADDRESS

. POST OFFICE STATE ZIP CODE--==-- LAST LINE

XYZ CORPORATION
ATTN JOHN JONES
1234 MAIN ST APT 204
ARLINGTON VA 22210

GRAND PRODUCTS INC
100 MAJOR ST
PO BOX 200

PORTLAND OR 97214

MR JOHN Q AIRMAN
VIA MOLITERNA 19

MAIL WILL BE
DELIVERED HERE

. CERTIFIED

o o

- MAIL

00178 ROMA POSTAL DELIVERY ZONE
ITALY-- COUNTRY MUST BE LAST
ITEM IN ADDRESS
e il
o yupongech
fosmal Aviation
Adimirimvation
i e
T Special Dehveey
prrailanpiegen
s me
pemes me el

7/12/85

FOR OCR ACCOMMODATION

FOREIGN MAIL

Special Delivery
or Priority or
First Class
(for flats)
or Airmail
(outside U.S.)

MAY TYPE, WRITE, STAMP,
OR USE STICKER

Optional services (special delivery and restricted delivery) and return receipt
service should be shown on the face of the envelope.

The complete title of an FAA office should be given.

Page 150

MANAGER SALT LAKE CITY (HUB) AFS

FEDERAL AVIATION ADMINISTRATION

2398 WEST NORTH TEMPLE
SALT LAKE CITY UT 84116

or FAA to be included
as part of address

Chap 11
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FIGURE 11-3. EXAMPLES OF MESSENGER ENVELOPES

U.S._‘om-m Messenger Exvelope

@)

- 0 S

‘E“'
S

Use complete -

title of field

offices~-

Denver (Hub) AFS

not Denver AFS

J 3
” f aé‘gmls SIDE FIRST

L 2 4 1 ] bty » Oy & St & Shenuy § TRP quee
._ L4 11,7 9

SF &&b. S, Government Messenger Envelope

-:'.':._..__...__ e
SOLELMNNSBOMAGECLY -

Gt — . -

ﬁmé? - _
ASo-9 r?Z,

/ USE THIS SIDE FIRST

These envelopes may be used for pouch mail and internal routes.

A direct pouch system is used for mail to Washington and regional offices and to the
Technical Center and the Aeronautical Center.

Location identifiers are NOT to be used on these envelopes for internal routing:
Salt Lake City ARTCC (not ZLC).

Chap 11 Page 151
(thru 160)
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CHAPTER 12. STATIONERY AND FORMS
130. STATIONERY listed is used when preparing FAA correspondence.
e FIRST PAGE SUCCEEDING PAGES
Original : Memorandum or Letter ‘ Plain bond
Courtesy copy Letterhead tissue Plain white tissue
Official File Copy FAA Form 1360-14 Plain yellow tissue
Information copies Plain white tissue Plain white tissue
Reading file copy Plain white tissue Plain white tissue

131. WASHINGTON OFFICE STATIONERY. These forms are available from the Department

of Tramsportation warehouse, M-494.3.

WA FORM NAME

1360-3.1 Letterhead, DOT/FAA seal

1360-4.1 Letterhead tissue with carbon

1360-5.1 Letterhead, Office of Administrator

1360-6.1 Letterhead tissue with carbon, Office of
Administrator

1360-11 Envelope, white, 4 1/8 x 9 1/2 inches

1360-12 Envelope, white, opaque, 4 1/8 x 9 1/2 inches

1360-16 Envelope, Kraft, 9 1/2 x 12 inches

1360~-19 “Envelope, Kraft, 10 x 14 inches

1360-21 Envelope, Kraft, 12 x 16 inches

1360-23 Mailing Label, gummed

1360-30 Envelope, white, window, 4 1/8 x 9 1/2 inches

1360-32 Envelope, white, window, & 1/8 x 10 3/8 inches

1360-34 Envelope, Business Reply, 3 7/8 x 8 7/8 inches

UNIT OF ISSUE

SH
SH
SH

BEEESEEEEER

132. FIELD OFFICE STATIONERY. These forms which require entry of the local

address are available from the FAA Depot through normal supply channels.

_ UNIT
FAA FORM NMAME @ OF ISSUE
1360-1.1 Letterhead, DOT/FAA seal HD
1360-3 Envelope, DOT/FAA, white, 4 1/8 x 9 1/2
- inches - » - BX

1360-4 Envelope, DOT/FAA, window, 4 1/8 x 9 1/2

inches ; T o BX
1360-6 Envelope, DOT/FAA, white, &4 1/2 x 10 3/8

inches ' ' BX
1360-9 Envelope, DOT/FAA, Kraft, 9 1/2 x 12 inches BX
1360-10 Envelope, DOT/FAA, Kraft, 11 x 13 inches BX
1360-11 Envelope, DOT/FAA, Kraft, 12 x 16 inches BX
1360-12 Mailing Label, DOT/FAA, 4 x 6 inches PD
1360-42 Envelope, DOT/FAA, white, Business Reply BX

3 7/8 x 8 7/8 inches

Chap 12
Par 130

NATIONAL
STOCK_NUMBER

0052-00-587-0001
0052-00-882-3000
0052-00-890-8000
0052-00-890-9000
0052-00-891-0000
0052-00-891-1000
0052-00-891-2000

0052-00-865-3000
0052-00-877-1000

Page 161
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UNIT NATIONAL

AC_FORM _ ”jggggfﬂﬁfffffflfﬁ‘{:13{;5‘ OF ISSUE  STOCK NUMBER
1360-32 Envelope, DOT/FAA, Kraft, 7°I/2°%°10 Lf2°~ " HD 0052-00~576-0000

inches (no preprinted return dddress)

133. AGENCYWIDE STATIONERY. These forms are available through normal supply
channels. Standard/optional forms' are‘also available-from local GSA Distributiom
Centers. cee : . ,

A , UNIT NATIONAL
FAA FORM ‘NAME - OF ISSUE STOCK NUMBER
1360-1 Memorandum HD 0052-00-867-0001
1360-14 Official File Copy RM 0052-00-052-1002
1360-19 Approval Request Tab (pink signature tab) PD 0052-00~031-4501
1360-30 Rush Tag (red) SH 0052-00~-890-1000
1360-35 FOIA Backer ' SH 0052-00-849-6000
1360-36 Privacy Act Backer SH 0052-00~856-4000
1360-39 Envelope, For Official Use Omly,

9 1/2 x 12 inches (1,000 to BX) BX 0052-00-871-1000
1360-48 Congressional Mail Backer SH 0052-00-886-6000
1360-50 Administrator”s Mail Backer SH 0052-00-890-5000
1360-51 Background Tab Backer : EA 0052-00-652-7001
1770-5 Mail Control SE 0052-00-407-5001
1770-6 Priority Mail--tag EA 0052-00-602-7001

134. OINFORMAL COMMUNICATION FORMS. Maximum use of these forms is encouraged
to save materials and preparation time. The forms, available through normal
supply channels, are self-explanatory and may be typed or handwritten.

UNIT NATIONAL

FAA FORM NAME OF 1SSUE STOCK NUMBER
1360-15 Correspondence Acknowledgment SH 0052-00-602-5003
1360-16 Transmittal Slip, folding SH 0052-00-687-0000
1360-17 Route Slip, 4 x 5 1/4 inches PD 0052-00~409-5000
1360-20 Postal Card, blank with indicia SH 0052-00-695-3001
1360-33 Record of Visit, Conference, or

Telephone Call PD 0052-00-045-9001
1360-38 Reminder Memo PD 0052-00-642-5001
1360-46 Note Pad, general use, DOT/FAA seal, 5 x 8

inches PD 0052-00-884~6000
1360-49 Speed Memo BD 0052-00-606-4001
STANDARD/OPTIONAL FORM
SF-14 Telegraphic Message PD 7540-00-634~-3968
SF-63 Memorandum of Call (20 pads to PG) PG 7540-00-634-4018
OF-41 Routing and Transmittal Slip, 5 1/4 x 8

inches (10 pads to PG) PG 7540-00-935-5862
Page 162 Chap 12

Par 132
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135. LEGEND.
BX Box . HD Hundred PG  Package SE Set
EA Each PD Pad RM  Ream SH  Sheet

136. REFERENCE. The current issue of the FAA Supply Catalog, Volume I, Section 3,
Forms Cross—-Reference Index, is a basic cross-reference index of forms and stationery

stocked by the FAA Depot and available for requisitioning by FAA offices and
facilities.

Chap 12 ' - Page 163
Parp135 (and 164)
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' Appendix 1

PPENDIX 1 RMS O $S

1. PURPOSE. This appendix provides conventional foms of wrztten nddress,
salutation, and complimentary close for letters (see chapter 3). “Bse them as
shown whenever possible. Use them as patterns for other addresses.

2. GENDER VARIATIONS. The title Mr. is often shown in samples where it should
be understood that Ms., Miss, or Mrs. would sometimes be applicable. When applicable,
substitute the title Madam for Mr. before President, Vice President, Chairman,
Secretary, Ambassador, and Minister. Use the title Senator for a female member
of the Senate and Ms., Miss, or Mrs. for a female member of the House of
Representatives, Senator-elect, or Representative—-elect. When addressing an
individual whose sex is not known, use the title M. See also footnotes 21 and 22
on page 33.

3., LIFETIME TITLES. A person once addressed as Governor, Judge, General Bonorable,
His/Her Excellency, or a similar distinctive title may use the t:.tle through
his or her lifetime.

4 * INDE *

The White HBOUSECiiseevesovsorssscscscssosccvcccscsecscsssssnvsenssevssnansse
The Vice Presidentecesccecscscsssscsscscscscenccscssosssssssssscvssosscscnce

The JudiCiaty.--ooooo-ooooouocoo.o.oooocccoooocouoo-o--ooooo-o.-.oooo

Legislative'Agencies.................-...............................
Executive Departments..............'..............'.....'.........". .
Independent Organizations...-.........-............-................. 9
Other Government AgeNCi€B.cecsccessccocscccscsscccscsossonsesscesssane 10
AmeriCan Missions'........‘.........'.............-...‘........"‘...‘ 11
Missions to the United StateBecessececosssccsssvensssscenscssossvsnncsncsosne 12
The Organization of American StateB.ccecevecsccscccsrcocsvsscsnnscsss 12
United Natlons.........-...........-..........'.............i »3...b“13,
State and Local GovernmentSissescecscccococsvesosssscccccccess . o
Ecclesiastical Organlzatlons......-.....-............................ 17 )
Educational Instltutlons...-..........o..........-....-..-...........’21““
Hllltary.....-......-............................-...........-....... 24
Corporations, Companies, and FederatioOnBeeosescsssccsosscscssssccscse 31
MedICal........'.....'.......'......'...‘.........................'.. 31

Other AddresBeBeccccccccscssssvsccsosssssccsssessosscececcsscssssssssscoe 34

2
2
3
The Congress........-..........-..............---........-........... 4
8
9

Par 1 ) Page 1
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Addressee

Address on Letter

gng Enve lgng

THE WHITE HOUSE

President

Wife of the President

Assistant to the
President

Former President

Salutation and

2 :

The President
The White House
Washington, DC 20500

Mrs. (full name)
The White House
Washington, DC 20500

The Honorable (full name)
Assistant to the President
The White House
Washington, DC 20500

The Honorable (full name)
(local address) 00000

’

Dear Mr. President:
Respectfully,

Dear Mrs. (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

THE VICE PRESIDERT

The Vice President
(formal address)

The Vice President
(informal address)

The Vice President
(as President of
the Senate)

Former Vice President

Page 2

The Vice President
United States Senate
Washington, DC 20510

The Honorable (full name)

The Vice President of the
United States

Washington, DC 20501

The Honorable (full name)
President of the Senate
Washington, DC 20510

The Honmorable (full name)
(local address) 00000

Dear Mr. Vice President:
Sincerely,

Dear Mr, Vice President:
Sincerely,

Dear Mr. President:
Sincerely,

Dear Mr. (surname):
Sincerely,
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Appendix 1

Addressee

~Address on Letter

THE JUDICIARY

The Chief Justice

Associate Justice

Retired Justice

Presiding Justice

Judge of a Court

Clerk of a Court

Justice of the Peace

Salutation and
Complimentary Close

and Envelope

The Chief Justice of the
United States

The Supreme Court of the
United States

Washington, DC 20543

Mr. Justice (surname)

The Supreme Court of the
United States

Washington, DC 20543

The Honorable (full name)
(local address) 00000

The Honorable (full name)
Presiding Justice
(name of court)
(local address) 00000

The‘andtabié (£full name)

" Judge of the (name of court;

if a U.,S. District Court,
_give district)

(local address) 00000

Mr. (£4ll name) .

Clerk of the (name of court;
if a U.S. District Court,

give district)
(local address) 00000

The Honorable (full name)

Justice of the Peace

(local address) 00000
or

Justice of the Peace

(name) District

(local address) 00000

Dear Mr. Chief Justice:
Sincerely,

Dear Mr. Justice:
Sincerely,

Dear Mr. Justice:
Sincerely,
" Dear Mr. Justice:

Sincerely,

Dear Judge (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

Dear Judge (Mr.) (surname):
Sincerely,

Dear Sir:
Sincerely,

Page 3
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7/12/85

Addiesaéélﬁ,.ﬂ;

~ Address on Letter

and Envelodpe

Constable (or Sheriff) -

Lawyer

United States
Attorney

Salutation and

Complimentary Close

Mr. (full name), Constable
or

The Constable of (district)

(local address) 00000

Mr. (full name)

Attorney at Law

(local address) 00000
or

(full name) Esq.

(local address) 00000

The Honorable (full name)

United States Attormey
(name) District of (State)
(local address) 00000

Dear Mr. (surname):
Dear Sir (Madam):

Sincerely,

Dear Mr. (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

THE CONGRESS

Senate

President of the
Senste (see-Vice
o Présidént) .

- T S S
o Toomes seva PR AR R

The Honorable (full name)
President of the Senate
Washington, DC 20510

President p;butempore

United States Senator
(in Washington, DC)

(away from
Washington, DC)

Page 4

"The Honorable (full name)

President pro tempore
of the Senate

-Washington, DC 20510

United States Senate
Washington, DC 20510

or
The Honorable (full name)
United States Senator
(local address) 00000

Dear Mr. President:
Sincerely,

Dear Mr. President:
Sincerely,

Dear Senator (surname):

Sincerely,

Dear Senator (surname):
Sincerely,
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Appendix 1
Addressee Address on Letter Salutation and
and Envelope Copplimentary Close -
Senator-elect The Honorable (full name) Dear Mr. (surname):
(in Washington, DC) Senator-elect Sincerely,
United States Senate
Washington, DC 20510
or
(away from The Honorable (full name) Dear Mr. (surname):
Washington, DC) United States Semator-elect Sincerely, .
(local address, if given) 00000
Former Senator The Honorable (full name) Dear Senator (surname):
(no title) Sincerely,
(local address) 00000
Majority Leader The Honorable (full name) Dear Senator (surname):
or Majority (or Minority) Leader Sincerely,
Minority Leader United States Senate
Washington, DC 20510
Committee Chairman The Honorable (full name) Dear Mr. Chairman:
Chairman, Committee on (mame) Sincerely,
United States Senate
Washington, DC 20510
Chairman of a Joint The Honorable (full name) Dear Mr. Chairman:
Committee Chairman, Joint Committee Sincerely,
on (name)
Washington, DC 20510
Subcommittee Chairmanl The Honorable (full name) Dear Mr. Chairman:
Chairman, Subcommittee on Sincerely,
(name)

(name of parent committee)
United States Senate
o , Washington, DC 20510

11¢ the complete address exceeds five lines, omit the name of the parent committee
from the letter. However, the complete address should always be included om the
envelope.

Page 5
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Appendix 1

Addressee Address on Letter Salutation and
. and Envelope c imen Clo
Secretary of the Senate The Honorable (full name) Dear Mr. (surname):
: Secretary of the Senate , Sincerely,

Washington, DC 20510

Secretary/Administrative Mr. (full name) Dear Mr. (surname):
Assistant to a Semator Secretary/Administrative Sincerely,
Assistant to The Honorable
(£full name)
Washington, DC 20510

Chaplain of the Senate The Reverend (full name) Dear (title)2(surname):
Chaplain of the Semnate Sincerely,
Washington, DC 20510

Office of Deceased Mr. (full name) Dear Mr., (surname):
Senator Administrative Assistant to Sincerely,
the late (full name)
United States Senate
Washington, DC 20510

House of Representatives

Speaker of the House The Honorable (full name) Dear Mr. Speaker:
of Representatives Speaker of the House of Sincerely,
Representatives

Washington, DC 20515

United States The Honorable (full name) Dear Mr. (surname):
Representative House of Representatives Sincerely,
(in Washingtom, DC) Washington, DC 20515
or
(away from The Honorable (full name) Dear Mr. (surname):
Washington, DC) Member, United States House of Sincerely,
Representatives

(local address) 00000

2The title is Dr., Mr., etc., as appropriate. The title Reverend is not used with
the surname alone but may be used with another title; e.g., Reverend Dr. Smith or
Reverend Mr. Smith.

Page 6
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Appendix 1
Addressee Address on Letter Salutation and
and Envelope Complimen os

Representative-elect
(in Washington, DC)

(away from
Washington, DC)

Former Representative

Majority Leader
or
Minority Leader

Committee Chairman

Subcommittee Chairman3

Clerk of the House

The Honorable (full name)
Representative-elect
House of Representatives
Washington, DC 20515
or
The Honorable (full name)
Representative—~elect
(local address, if given) 00000

Dear Mr. (surname):
Sincerely,

Sincerely,.

The Honorable (full name)
(local address) 00000

Dear Mr. (surname):
Sincerely,

Dear Mr. (surname)
Sincerely,

The Honorable (full name)
Majority (or Mimority) Leader
House of Representatives
Washington, DC 20515

The Honorable (full name) Dear Mr. Chairman:

Chairman, Committee on (name) Sincerely,
House of Representatives

Washington, DC 20515

The Honorable (full name) Dear Mr. Chairman:
Chairman, Subcommittee on Sincerely,

(name)
(name of parent committee)
House of Representatives
Washington, DC 20515

The Honorable (full name)“

Clerk of the House of
Representatives

Washington, D.C.

Dear Mr. (surname):
Sincerely,

20515

3see footnote 1 on page 5.
If the clerk's name is not known, use only the title in the address and Dear Sir
or Madam in the salutation.

Dear Mr. (surname):

Page 7
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Appendix 1

Addressee Address on Letter Salutation and
: and Envelope c imen Clos
Chaplain of the House The Reverend (full name) Dear (title)’(surname):
. Chaplain of the House of * Sincerely,
Representatives

Washington, DC 20515

Office of a Deceased Mr. (full name) Dear Mr. (surname):
Representative Administrative Assistant to Sincerely,
the late (full name)
House of Representatives
Washington, DC 20515

Resident Commissioner The Honorable (full name) Dear Mr. (surname):
Resident Commissioner Sincerely,
from (name of area)
House of Representatives
Washington, DC 20515

LEGISLATIVE AGENCIES

Comptroller Gemeral The Honorable (full name) Dear Mr. (surname):
(head of the General Comptroller General of Sincerely,
Accounting Office) the United States

General Accounting Office
Washington, DC 20548

Public Printer (head of The Honorable (full name) Dear Mr. (surname):
U.S. Government Public Printer Sincerely,
Printing Office) U.S. Government Printing

. Office

Washington, DC 20401

Librarian of Congress The Honorable (full name) Dear Mr. (surname):
(head of the Library Librarian of Congress Sincerely,
of Congress) Library of Congress

Washington, DC 20540

5gee footnote 2 on page 6.

Page 8
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Addressee

Address on Terter

EXECUTIVE DEPARTMENTS

Member of the Cabinet
(addressed as
Secretary)

Attorney General (head
of the Department of
Justice)

Deputy Secretary of a

Department

Under Secret#ry of a
Department

Assistant Secretary of
a Department

and Envelope

...Salutation and
imen Clos

The Honorable (full name)

Secretary of (name of
Department)

Washington, DC 00000

The Honorable (full name)
Attorney General
Washington, DC 20530

The Honorable (full name)

Deputy Secretary for
(name of Department)

Washington, DC 00000

The Honorable (full name)
Under Secretary of

(name of Department)
Washington, DC 00000

The Honmorable (full name)

Assistant Secretary for
(name of office) (name
of Department)

Washington, DC - 00000

Dear Mr. Secretary:
Sincerely,

Dear Mr. Attorney General:
Sincerely,

Dear Mr. (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

INDEPENDENT ORGANIZATIONS

Director of the Office
of Management and
Budget

6Titles for Cabinet Secretaries are:
Secretary of Defense, Secretary of Educa

The Honorable (full name)

Director, Office of
Management and Budget

Washington, DC 20503

Dear Mr. (surname):
Sincerely,

Secretary of Agriculture, Secretary of Commerce,
tion, Secretary of Energy, Secretary of

Health and Human Services, Secretary of the Interior, Secretary of Labor, Secretary
of State, Secretary of Transportation, and Secretary of the Treasury.

Page 9
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Addressee

Address on Letter

and Envelope

Postmaster General
(head of the U.S.
Postal Service)

Head of a Federal

Agency, Authority,

or Board

Head of a Major

Organization within

an Agency (if the
official is
appointed by the
President)

President of a
Commission

Chairman of a
Commission

Chairman of a Board

The Honorable (full Name)
Postmaster General
Washington, DC 20260

The Honorsble (full name)
(title), (name of agency)
Washington, DC 00000

The Honorable (full name)
(title)

(name of organization)
(name of agency)
Washington, DC 00000

The Honorable (full name)

President, (name of
Commission)

Washington, DC 00000

The Honorable (full name)

Salutation and

Complimentary Close

Dear Mr. Postmaster General:
Sincerely,

Dear Mr. (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

Dear Mr. Chairman:

Chairman, (name of Commission) Simcerely,

Washington, DC 00000

The Honorable (full name)
Chairman, (name of Board)
Washington, DC 00000

Dear Mr. Chairman:
Sincerely,

OTHER GOVERRMENT AGENCIES

Commissioner of Internal The Homorable (full name)

Revenue

Page 10

Commissioner of Internal
Revenue

Department of the Treasury

Washington, DC 20224

Dear Mr. (surname):
Sincerely,



7/12/85

1360.16
Appendix 1

Addressee

Address on Letter

and Envelope

District Director of
Internal Revenue

Salutation and
C imen C

Mr. (full name)

District Director of
Internal Revenue

(local address) 00000

Dear Mr. (surname):
Sincerely,

AMERICAN MISSIONS

American Ambassador

American Ambassador
(with military rank)

Former American
Ambassador

American Minister -

American Minister (with ~
military rank)

The Honorable (full name)
American Ambassador
(city), (country)

(full rank) (full name)
American Ambassador
(city), (country)

The Honorable (full name)
(local address) 00000

The Honorable (full name)
American Minister

. (city), (country)

(full rank) (full name)
American Minister
(city), (country)

Sir (Madam): (formal)
Very truly yours,
Dear Mr. Ambassador:
. (informal)

Sincerely,

Sir (Madam): (formal)
Very truly yours,
Dear Mr. Ambassador:
or Dear (rank) (surname):
(informal)
Sincerely,

Dear Mr. Ambassador:
Sincerely,

Sir (Madam): (formal)
Very truly yours,
Dear Mr. Minister:
(informal)
Sincerely,

'8ir (Madam): (formal)
Very truly yours,
"Dear Mr. Minister:
(informal)
Sincerely,
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7/12/85

Addressee

Address on Letter -
and Envelope =

American Consul General
or American Consul

--8glutation and

o 1Ty

(full name)

American Consul General
(or American Consul)

(city), (country)

RRS

Dear Mr. .(surname):
Sincerely,

MISSIONS TO THE UNITED STATES

Foreign Ambassador in
the United States

Foreign Minister in the
United States

Foreign Charge
d'Affaires in the
United States

His (Her) Excellency
(full name)
Ambassador of (country)
(local address) 00000

The Honorable (full name)
Minister of (country)
(local address) 00000

Mr. (full name)
Charge d'Affaires
(local address) 00000

"Excellency:

(formal)
Very truly yours,
Dear Mr. Ambassador:

(informal)
Sincerely,

Sir (Madam): (formal)
Very truly yours,
Dear Mr. Minister:
(informal)
~ Sincerely,

Sir (Madam): (formal)
Very truly yours,
Dear Mr. Charge
d'Affaires:
Sincerely,

(informal)

R IR LT Y it

THE ORGANIZATION OF AMERICAN STATES

Secretary General of
the Organization of
American States

Page 12

The Honorable (full name)

Secretary General of the
Organization of American
States

Pan American Union

Washington, DC 20006

Sir (Madam): (formal)
Very truly yours,
Dear Mr. Secretary General:
or
Dear Mr. (Dr.) (surname):
(informal)
Sincerély,



7/12/85

1360.16
Appendix 1

Addressee

Address on Letter
and Envelope

Assistant Secretary
General of the
Organization of
American States

United States
Representative on
the Council of the
Organization of
American States

Salutation and

Complimentary Close

The Honorable (full name)
Assistant Secretary Gemeral
of the Organization of

American States
Pan American Union
Washington, DC 20006

The Honorable (full name)

United States Representative
on the Council of the
Organization of American
States

" Department of State

Washington, DC 20520

Sir (Madam): (formal)
Very truly yours,
Dear Mr. (Dr.) (surname):
(informal)
Sincerely,

Sir (Madam):_ (formsl)
Very truly yours,
Dear Mr. (Dr.) (surname):
(informal)
Sincerely,

UNITED RATIORS

Communications to the United Nations are addressed to the United States Representative

to the United Nations through the Department of Stat

e.

Exceptions which are sent

directly to the United States Representative include those intended for the
Economic and Social Council, the Disarmament Commission, the Trusteeship Council,

and the delegation to the General Assembly (when it is in sessiom).
th the United Nations is inappropriate.
d be sent to the Secretary General of the
d States Representative by means of a covering letter.

exceptions, direct communication wi
the communication shoul
United Nations through the Unite

necessary,

Secretary General of
the United Nations

United States
Representative to
the United Nations

His (Ber) Excellency

(full name)

Secretary General of the
United Natioms

New York, NY 10017

The Bonorable (full name)

United States Representative
to the United Natioms

New York, NY 10017

Subject to
When

Excellency: (formal)
Very truly yours,
Dear Mr. Secretary General:
(informal)
Sincerely,

Sir (Madam): (formal)
Very truly yours,
Dear Mr. (surname):
(informal)
Sincerely,

Page 13
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7/12/85

Addressee

Address on Letter

and Eovelope

éhairman, United States

Delegation to the
United Nations
Military Staff
Committee

Senior Representative
of the United States

The Honorable (full name)

Chairman, United States
Delegation

United Nations Military
Staff Committee

United States Mission to the
United Nations

New York, NY 10017

The Honorable (full name)
Senior Representative of the

to the General Assembly United States to the

of the United Nations

General Assembly of the
United Nations
New York, NY 10017

Senior Military Advisor (full rank) (full name)

to the United States
Delegation to the

United Nations General

Assembly

United States

Representative to the

Economic and Social
Council

United States

Representative to the

United Nations

Disarmament Commission

United States

Representative to the

Trusteeship Council

Page 14

Senior Military Advisor

United States Delegation to
the United Nations

" General Assembly

New York, NY 10017

The Honorable (full name)

United States Representative
on the Economic and Social
Council of the United
Nations

New York, NY 10017

The Honorable (full name)

United States Representative
on the Disarmament
Commission of the United
Nations

New York, NY 10017

The Bonorable (full name)

United States Representative
on the Trusteeship Council
of the United Nations

New York, NY 10017

Salutation and

Complimentary Close

Sir (Madam): (formal)
Very truly yours,
Dear Mr. (surname):
(informal)
Sincerely,

Sir (Madam): (formal)
Very truly yours,
Dear Mr. (surname):
(informal)
Sincerely,

Dear (rank) (surname):
Sincerely,

Sir (Madam): (formal)
Very truly yours,
Dear Mr. (surname):
(informal)
Sincerely,

Sir (Madam): (formal)
Very truly yours,
Dear Mr. (surname):
(informal)
Sincerely,

8ir (Madam): (formal)
Very truly yours,
Dear Mr. (surname):
(informal)
Sincerely,
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e o E e . v

MR I O T

Addressee

Address on Letter

STATE AND LOCAL GOVERNMENTS

Governor of State

Acting Governor of a
State

Lieutenant Governor

Secretary of State
of a State

Chief Justice of the
Supreme Court of a
State

Attorney General of
a State

Treasurer, Comptroller,
or Auditor of a State

The Homorable (full name)
Governor of (name of State)
(local address) 00000

The Honorable (full name)

Acting Governor of (name of
State)

(local address) 00000

The Honorable (full name)

Lieutenant Governor of (name
of State)

(local address) 00000

The Honorable (full name)
Secretary of State of (name)
(local address) 00000

The Honorable (full name)

Chief Justice

Supreme Court of the State
of (name)

(local address) 00000

The Honorable (full name)
Attorney General

State of (name)
(local address) 00000

The Honorable (full name)

State Treasurer (Comptroller)
(Auditor)

State of (name)

(local address) 00000

Salutation and

and Envelope C

limentary C

Dear Governor (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

Dear Mr. Secretary:
Sincerely,

Dear Mr. Chief Justice:
Sincerely,

Dear Mr. Attorney General:
Sincerely,

Dear Mr. (surname):
Sincerely,
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Appendix 1 —

Addressee . Address on Letter Salutation and
_and Envelope _Copplimentary Close
ffesident of the Senate The Honorable (full name) Dear Mr. (surname):
of a State President of the Senate of Sincerely,

the State of (name)
(local address) 00000

State Senator The Honorable (full name) Dear Mr. (surname):
(name of State) Senate Sincerely,
(local address) 00000

Speaker of the House of The Honorable (full name) Dear Mr. (surname):
Representatives or the Speaker of the House of Sincerely,
Assembly or the House Representatives (or Assembly

of Delegates of a State/ or House of Delegates) of the
State of (name)
(local address) 00000

State Representative, The Honorable (full name) Dear Mr. (surname):
Assemblyman, or (name of State) House of Sincerely,
Delegate Representatives (or Assembly

" or House of Delegates)
(local address) 00000

Mayor The Honorable (full name) Dear Mayor (surname):
Mayor of (name of city) Sincerely,
(local address) 00000

President of a Board The Honorable (full name) Dear Mr. (surname):
of Commissioners President, Board of Sincerely,
Commissioners of (name
of city)

(local address) 00000

71n most States, the lower branch of the legislature is the House of Representatives.
In some States, such as California and New York, the lower house is known a8 the
Assembly. In others, such as Maryland, Virginia, and West Virginia, it is known
as the House of Delegates. Nebraska has a one-house legislature. Its members are
classed as senators.
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"Addressée . “Address on Letter Salutation and
e e aid Envelope Copplimentary Close

ECCLESIASTICAL ORGANIZATIORS®

Roman Catholic Church

The Pope ‘His Holiness the Pope Your Holiness: (formal)
Vatican City Sincerely,
Italy Most Holy Father: (usual)
Sincerely,
"Cardinal ' His Eminence (Christian name) Your Eminence: (formal)
o Cardinal (surname) Sincerely, .
Archbishop of (province) Dear Cardinal (surname):
(local address) 00000 ’ (informal)
Sincerely,
Archbishop The Most Reverend (full name) Your Excellemcy: (formal)
. Archbishop of (province) Sincerely,
(local address) 00000 Dear Archbishop (surname):
(informal)
Sincerely,
Bishop The Most Reverend (full name) Your Excellency: (formal)
Bishop-of (province) Sincerely,
(local address) 00000 Dear Bishop (surname):
. adare (informal)
Sincerely,
Monsignorg : The Right Reverend Right Reverend Momsignor:
oL Monsignor (full name) (formal)
R (local address) 00000 Sincerely,
o ] _ Dear Monsignor (surname):
arT L (informal)
e e T Sincerely,

8sdditional ecclesiastical informationmay be found in various current American almanacs.
There are two classes of Monsignor: Domestic Prelates are addressed as The Right
Reverend and Papal Chamberlains are addressed as The Very Reverend. The Official
Directory will give the correct designations. In the absence of definite information,
it is always courteous to address any Monsignor as The Right Reverend.
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Addressee Address on Letter Salutation and
ansignorlo ‘ The Vé:i?RéVerénd'Monsignor Very Reverend Monsignor:
© - (full -name) < ‘ (formal)
(local address) 00000 Sincerely,
LI Dear Monsignor (surname):
(informal)
Sincerely,
Priest The Reverendll (full name) Reverend Sir: (formal)
: +(add initials of order, Sincerely,
if any) Dear Father (surname):
(local address) 00000 (informal)
Sincerely,
Superior of a The Reverend Mother Superior Dear Reverend Mother:
Sisterhood (name of institution) (formal)
(local address) 00000 ' Sincerely,
‘ Dear Mother (name):
(informal)
Sincerely,
Sister Sister (full name) Dear Sister (full name):
(name of organizatiom) Sincerely,

(local address) 00000

Superior of a ‘Brother (name) Dear Brother:
Brotherhood Superior, (name of institution) Sincerely,
(local address) 00000
Member of a T ‘Brother ‘' (fut} name)- Dear Brother (full name):
Brotherhood (name of organization) Sincerely,
‘(local address) 00000

10gee footnote 9 on page 17.

117p 411 cases, The Reverend should not be used with a surname only, such as The
Reverend Smith. There must always be an jntervening Christian name oT initial or
a title such as Dr., Mr., Ms., Or Professor between The Reverend and the surname.
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Addressee

Address on Letter
and Envelope

Salutation and

Complimentary Close

Protestant Episcopal ChurchlZ

Bishop

Archdeacon

Dean

Canon

Rector

Priest

The Right Reverend (full
name)

Bishop of (name)

(local address) 00000

The Venerable (full name)
Archdeacon of (name)
(local address) 00000

The Very Reverend (full
name)

Dean of (church)

(local address) 00000

The Reverend (full name)
Canon of (church)
(local address) 00000

The Reverend (full name)
The Rector of (name)
(local address) 00000

The Reverend (full name)
(local address) 00000

Right Reverend Sir:
(formal)
Sincerely,
Dear Bishop (surname):
(informal)
Sincerely,

Venerable Sir: (formal)
Sincerely,
My Dear Archdeacon (surname):
(informal)
Sincerely,

Very Reverend Sir: (formal)
Sincerely,
Dear Dean (surname):
(informal)
Sincerely,

Reverend Sir: (formal)
Sincerely,
My Dear Canon (surname):
(informal)
Sincerely,

Reverend Sir: (formal)
Sincerely,
Dear Father (surname):
(informal)
Sincerely,

Reverend Sir: (formal)
Sincerely,
Dear Father (surname):
(informal)
Sincerely,

127he names of the clergy of the Episcopal Church may be found in the Episcopal Church

Annual.
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Lt

Addressee Address on Letterxr

and Envelope

Salutation and
imen 8

Clergy of Other Denominations
Methodist Bishop The Reverend (full name)
Methodist Bishop

(local address) 00000

The Moderator of (name)

(local address) 00000
or

The Reverend (full name)

Moderator of (name)

(local address) 00000

Presbyterian Moderator

Rabbi (with doctoral
degree)

Rabbi (full name)
(local address) 00000

Rabbi (without doctoral Rabbi (full name)
degree) (local address) 00000

The President

Church of Jesus Christ of
Latter Day Saints

(local address) 00000

Mormon President13

pishop (full name)

Church of Jesus Christ of
Latter Day Saints

(local address) 00000

Mormon Bishop13

Elder (or Brother) (full
name)

Church of Jesus Christ of
Latter Day Saints

(local address) 00000

Mormon Elder13

13The title Reverend is not used in either the Mo

Reverend Sir: (formal)
Sincerely,
Dear Bishop (surname):
(informal)
Sincerely,

My Dear Mr. Moderator:
(formal)
Sincerely, - .
Dear (Dr. or Mr.) (surname):
(informal)
Sincerely, '

Dear Dr. (surname):
or Dear Rabbi (surname):
Sincerely,

Dear Rabbi (surname):
Sincerely,

My Dear President: (formal)
Sincerely,
Dear President (surname):
(informal)
Sincerely;y -

I G L

sir: (formal)
Sincerely,
Dear Bishop (surname):
(informal)
Sincerely,

Dear Elder (surname):
Sincerely,

rmon Church or the Seventh—-day

Adventist. Mr. may be used for any of their ecclesiastical ranks or preferably

Elder for their pastors.
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Addressee

Address on Letter
and Envelope

Seventh-Day
Adventist President

Seventh-Day
Adventist Elderl4

Minister, Pastor, oOr
Rector (with
doctoral degree)

Minister, Pastor, or
Rector (without
doctoral degree)

Chaplain (military
services)

Salutation'and
Complimentary Close ..

The President

General Conference of
Seventh-Day Adventists
(local address) 00000

Elder (full name)

General Conference of
Seventh-Day Adventists

(local address) 00000

The Reverend (full name)
(title), (name of church)
(local address) 00000

The Reverend (full name)
(title), (name of church)
(local address) 00000

Chaplain (full name)

(rank, service designation)

(post office address of
organization and station)

(local address) 00000

My Dear Mr. President:
(formal)
Sincerely,
Dear President (surname):
“* "(informal)
Sincerely,

Dear Elder (surname):

Sincerely,

Dear Dr. (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

Dear Chaplain (surname):
Sincerely,

EDUCATIONAL INSTITUTIONS!S

President of a

University or College
(with doctoral degree)

President of a

University or College

(without doctoral
degree)

Dr. (full name)

President, (name of
institution)

(local address) 00000

Mr. (full name)

President, (name of
institution)

(local address) 00000

l4gee footnote 13 on page 20.

Dear Dr. (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

The names of the governing officials of American colleges and universities may be

found in various current American almanacs.
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Addressee Address on Letter Salutation and
and Envelope C imen Clos
President of a The Very Reverend (full name) Dear President (surname)
Theological Seminary President, (name of or Dear Dr. (surname):
institution) Sincerely,

President of a
Religious School
(Protestant)

Dean of a University or
College (with
doctoral degree)

Dean of a University or
College (without
doctoral degree)

Professor (with
doctoral degree)

Professor (without
doctoral degree)

Professor in a
Theological Seminary

Page 22

(local address) 00000

The President of (name of My Dear Sir (Madam): (formal)

institution) Sincerely,
(local address) 00000 Dear Sir (Madam): (informal)
Sincerely,
or or
The Reverend (full name) My Dear President (surname):
President of (name of (formal)
institution) Sincerely,
(local address) 00000 Dear Dr. (surname):
(informal)
Sincerely,
Dr. (full name) Dear Dr. (surname):
Dean, School of (name) Sincerely,

(name of institution)
(local address) 00000

Dean (full name) Dear Dean (surname):
School of (name) Sincerely,

(name of inmstitution)

(local address) 00000

pr. (or Professor) (full name) Dear Dr. (surname):
Department of (name) or Dear Professor (surname):
(name of inmstitution) Sincerely,

(local address) 00000

Professor (full name) Dear Professor (surname):
Department of (name) Sincerely,

(name of institution)

(local address) 00000

The Reverend Professor Dear Professor (surname):
(full name) or Dear Dr. (surname):
(name of institutiom) ' Sincerely,

(1ocal address) 00000
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1360.16
Appendix 1

Addressee

A¢dresg.qn.Letter

Associate Professor or

Assistant Professor

Superintendents of
Schools (State and
local)

Board of Education
or ,
Members, Board of
Education
(state and local)

School Board
or
Member of School Board

Principal of a School

Teacher

Salutation and

.. vl ’ﬂﬁ é-« Em g‘lm: z

PO IR

 ¥r. (full name)

Associate (or Assistant) ’
. Professor

Department of (name)
(name of institution)
(local address) 00000

The Superintendent of (name)
(local address) 00000

or
Dr. (Mr. or Ms.) (full name)
Superintendent of (name)
~ Schools
(local address) 00000

The Board of Education
or
Mr. (Ms.) (full name)
Member, (location) Board of
Education
(local address) 00000

The (location) School Board
or
Mr. (Ms.) (full name)
Member, (location) School
Board.

“{local addreas) 00000

Mr. (Ms.) (full name)

Principal of (school)
(local address) 00000

Mr. (Ms.) (full name)
(school)
(local address) 00000

Co imenta Clos

Dear Professor (surname):
Sincerely,

Dear Sir (Madam):
Sincerely,
or
Dear Dr. (Mr. or Ms.)
(surname):
Sincerely,

Gentlemen:
Sincerely,

Dear Mr. (Ms.) (surname):
Sincerely,

Gentlemen:
Sincerely,

Dear Mr. (Ms.) (surname):
Sincerely,

Tﬁéa: Mr. (Ms.) (surname):

Sincerely,

. Dear Mr. (Ms.) (surname):

Sincerely,
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Addressee .. ... ...

P

__Address on Letter Salutation and
2 ) Compl imen Clos

mxmxlﬁ :

Ammy, Air Force, Marine Corps

General, Lieutenant (full grade, name, and Dear General (surname):
General, Major abbreviation of service Sincerely,
General, Brigadier designation)
General (title)

(post office address of
organization and station) 00000

Colonel, Lieutenant (same as above) Dear Colonel (surname):
Colonel Sincerely,
Major (same as above) Dear Major (surname):
Sincerely,
Captain (same as above) Dear Captain (surname):
- Sincerely,
First Lieutenant (same as above) Dear Lieutenant (surname):
‘ Second Lieutenant ' Sincerely,
Chief Wartanﬁndﬁﬁicer, (same as above) R Dear Mr. (surname):
Warrant Officer ; - Sincerely,
Command Sergeant Major, (same as above) Dear Sergeant Major
Sergeant Major (surname):
Y L e : Sincerely,

BRI NN I L 2 SN S,

16yritten forms of address are the same for female officers and female enlisted
personnel as for their male counterparts. Medical Department personnel are
addressed by their military titles, regardless of rank.. Chaplains are addressed
as Chaplain regardless of grade. The customs of the military in the matter of
titles and addresses are followed for National Guard and Reserve officers on
active military duty.
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Addressee Address on Letter Salutation and
and Envelope imen Clos

Chief Master Sergeant,

(same as above)

Senior Master Sergeant,

Master Sergeant, Master
Gunnery Sergeant, First
Sergeant, Gunnery Sergeant,
Technical Sergeant, Staff
Sergeant, Sergeant First Class,

Sergeant

Corporal, Lance
Corporal

Specialist, Classes
4 to 6

Private First Class,
Private First Class
Marines, Private

Recruit

Airman First Class,
Airman, Basic Airman

Retired Officer

(same as above)

(same as above)

(same as above)

(same as above)

(same as above)

(full grade) (full name)
(abbreviation of service
designation), Retired

(local address) 00000

Dear Sergeant (surname):
Sincerely,

Dear Corporal (surname):
Sincerely,

Dear Specialist (surname):
Sincerely,

Dear Private (surname):
Sincerely,

Dear Recruit (surname):
Sincerely,

Dear Airman (surname):
Sincerely,

Dear (rank) (surname):
Sincerely,

Navy, Coiit-Guard

" Admiral, Vice Admiral,
Rear Admiral '

(full grade, name, and
abbreviation of service
designation)

(title)

(post office address of

Dear Admiral (surname):
Sincerely,

organization and station) 00000
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Addressee Address on Letter Sg;pggtiggmgm?wwwm‘
__and Envelope imentary Clos
Commodore ' (same as above) Dear Commodore (surname):
“Sincerely,
Captain (same as above) Dear Captain (surname):
Sincerely,
Commander, Lieutenant (same as above) Deai Commander (surname):
Commander Sincerely,
Lieutenanﬁ, (same as above)  & Dear Lieutenaﬁt (surname):
Lieutenant (jg) Sincerely,
Ensign, Chief Warrant (same as above) Dear Ensign (surname):

Officer, Warrant Officer

Chief Petty Officer (same

Petty Officer First (same
Class, Petty Officer
Second Class, and Petty
Officer Third Class

Seaman, Seaman (same
Apprentice, and
Seaman Recruit

Fireman, Fireman (same
Apprentice, and
Fireman Recruit

Page 26

as

above)

above)

above)

above)

Dear Chief Warrant Officer
(surname):

Dear Warrant Officer:
(surname):
Sincerely,

Dear Chief Petty Officer
(surname):
Sincerely,

Dear Petty Officer (surname):

Sincerely,

Dear Seaman (surname):
Sincerely,

Dear Fireman (surname):
Sincerely, )



7/12/85

1360.16..
Appendix 1

Addressee ‘ Address on letter
__and Envelope .
Airman, Airman (same as above)

Apprentice, and
Airman Recruit

Construction Man, (same as above)
Construction Man
Apprentice, Construction
Man Recruit

Hospitalman, Hospitalman (same as above)
Apprentice, Hospitalman
Recruit

Dentalman, Dentalman (same as above)
Apprentice, Dentalman
Recruit

Stewardsman, Stewardsman (same as above)
Apprentice, Stewardsman
Recruit

Retired Officer (full grade) (£full name)
(abbreviation of service

designation), Retired

(local address) 00000

Salutation and

Complimentary Close

Dear Airman (surname):
Sincerely,

Dear Construction Man
(surname):
Sincerely,

Dear Hospitalman (surname):
.Sin;erely,

Dear Dentalman (surname):
Sincerely,

Dear Stewardsman (surname):
Sincerely,

Dear (rank) (surname):
Sincerely,

Service Academy Members

Army or Coast Guard-- Cadet (full name)
Cadet (service designation)
(local address) 00000

Navy—Midshipman Midshipman (full name)
(service designation)
(local address) 00000

Air Force——Air Cadet ‘Air Cadet (full name)
(service designation)
(local address) 00000

Dear Cadet (surname):
Sincerely,

Dear Midshipman (surname):
Sincerely,

Dear Air Cadet (surname):
Sincerely,
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Addressee Address on Letter Salutation and
and Envelope Complimentary Close

Military Mail (Overseas)

Army

Air Force

Page 28

Show full grade; full name,
jncluding first name and middle
pame or initial; social security
account number; organization;

APO number and post office through
which the mail is to be routed.,
Example:

General Kemneth A. 0“Briem, Jr.
300-900-0241

801st Infantry Regt.

APO New York 09801

Show full grade; full name,
including first name and middle
name or initial; social security
account number; Postal Service
Center (PSC) box number if served
by PSC, or organization if not
served by PSC (and box number,

if appropriate); APO number and the
post office through which the mail
is to be routed. Examples:

Personnel Served by PSC:

Airman First Class James LaVar Green
FR891-04-1978

PSC Box 913

APO New York 09109

Personnel Served by Unit Mail Room:

Sergeant Montgomery Stanback
FR-801-04-0278

124-24 Elect Instl. Sq., Box 139
APO San Francisco 96274
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Addressee Address on Letter Salutation and

Navy and Marine Corps

. e U Nt ¥ FoiTey
Show full name, including-first
pame and middle name or initial;
rank or rating; service number;,-
shore base organization unit with
Navy number, or mobile umit
designation or name of ship; and
the fleet post office (FPO) through
which the mail is to be routed.
Examples:

and Envelope ot i Complimentary Close

'Navy:

Mary D. Woodard QMSN 680-92 79 USN
USS Irvin Wallace (DD 729)
FPO San Francisco "~ 96601 -

Mary D. Woodard, AQF-1, 319 04
02USN

U.S. Naval Air Facility

FPO New York 09521

USMC:

Major William Lewis, 139042 USMCR
Staff, Fleet Marine Force Pacific
FPO San Francisco 96602

Lieutenant Joseph Woodard, 020478, USM
U.S. Marine Corps Air-Facility S
FPO San Francisco:r -96672 - -~ = 77
» Dependents Residing with Military
Personnel:_ _
Miss Mary D. Woodard :“L~<J‘» R
c/o Sergeant Paul L. Woodard, 021-04-1978.
Company A, lst Bn. 16th-Inf.
APO New York 09036 B

Page 29
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- Addressee Address on Letter Salutation and

and Envelope men c
uilitary Mail (Within United States)

Army and Air Force Show grade; full name, including

L first name and middle name or
initial; social security account
number; organization; military
installation, State, and the ZIP
Code. Examples:

Personnel Served by PSC:

Sergeant Keith Watkins, FR212-03-1978
PSC Box 1978
Vandenberg AFB, CA 93437

Personnel Served by Unit Mail Room:

Airman First Class Melvin C. Scott, FR 002-04-1978
1 Strat Aerosp Div., Box 107
Vandenberg AFB, CA 93437

Navy and Marine Corps Show full name, including first
pame and middle initial; rank or
rating; service number; organization;
military installation, and the ZIP
Code. Examples:

Navy:

Bill Hennessee, SK2, 513 02 64 USN
U.S. Naval Supply Depot
Great Lakes, IL 60088

Marine Corp:

Master Sergeant Bill Henmnessee, 0204197 USMC
Headquarters Battalion

Headquarters U.S. Marine Corps

Benderson Hall

Arlington, VA 22214

Page 30
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Appendix 1
. Addressee - - Address on Letter Salutation and
_and Envelope Complimentary Close
o Dependents Residing with Military ‘
Personnel: .
Master Darrell Hennessee _
c/o Sergeant William Bennessee, 081-32-1978
Company J. 9th Bn., 9th Inf.
Fort Gordonm, GA 30905
CORPORATIONS, COMPANIES AND FEDERATIONS
A Company or Corporation (name of company oT Gentlemen:
corporation) or 8irs:
(local address) 00000 Sincerely
A Federation (name of official) Dear Mr. (Ms.) (surname):
(title), (name of federation) Sincerely,
(local address) 00000
mepICALl?
Physician (full name), (appropriate Dear Dr. (surname):

- - -gbbreviation) Sincerely,
(local address) 00000

v

T o Abbreviationsls
C.B. Bachelor of Surgery
D.0. Doctor of Osteopathy
D.P.H, Doctor of Public Health
M.B. (or B.M.) Bachelor of Medicine
M.D. Doctor of Medicine
Pod. D. Doctor of Podiatry

177it1es may be used in connection with Dr. except M.D., D.D., or other degree letters
that mean Doctor.

18Thege abbreviations do mot comstitute a complete listing but consist of the most
frequently used to serve as & guideline. Appropriate abbreviations may be found
in a standard dictionary and other reference books available from General Services
Administration. Reference should also be made to incoming correspondence, if any,
for correct degree letters and titles.

Page 31
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Addressee

Address. on Letter ~ .Salutation and

LT Tyt o

“fwo Physicians -

Veterinarian

Pharmacist

gnd Envelope C
Prs. (full na@g)wapdutf;ii'm 'Dear Drs. (surname) and
name) . (surname):
(local address) 00000 Sincerely,
or or
Drs. (same surname) Dear Drs. (surname):
(local address) 00000 Sincerely,
(full name), (appropriate Dear Dr. (surname):
abbreviation) Sincerely,

(local address) 00000

Abbreviaiionslg

B.D.S. Bachelor of Dental Surgery
D.D.S. Doctor of Dental Surgery
D.M.D. Doctor of Dental Medicine
M.D.S. Master of Dental Surgery

(full name), (appropriste Dear Dr. (surname):
" abbreviation) Sincerely,
(local address) 00000

Abbrevistions | .. ...
B.V.Sc. Bachelor of Veterinary Science
D.V.M.

(or V.M.D.) Dactor, of Veterinary Medicine

T R R . * ¥ Paeviiiye

ur.(or Ms.) (full ‘name), Dear Mr. (or Ms.) (surname):

(appropriate abbreviation) Sincerely,
(local address) 00000
or e o - or
(full name), (appropriate Dear Dr. (surpame):
abbreviation) Sincerely,

(local address) 00000

19gee footnote 18 on page 31.
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Addressee Address on Letter Salutation and -
and Envelope Complimentary Close
Abbreviationszo

Phar.B. Bachelor of Pharmacy

Phar.D. Doctor of Pharmacy
Phar.M. Master of Pharmacy

Ph.C. Pharmaceutical Chemist
R.Ph. Registered Pharmacist

Nurse A Mr. (or Ms.) (full name),
(appropriate abbreviation)
(local address) 00000

Abbreviationlzo

Dear Mr. (or Ms.) (surname):
Sincerely,"

L.P.N. Licensed Practical Nurse

P.N. Practical Nurse
R.N. Registered Nurse
OTHER ADDRESSES
Single
A Man Mr. (full name) Dear Sir:
R (local address) 00000 Sincerely,
or
Dear Mr. (surname):
Sincerely,
An Unmarried Woman2l Ms. (full name) Dear Ms. (surname):
(local address) 00000 ~ Sincerely,
A Married Woman22 Mrs. (husband's full name) Dear Mrs. (surname):
SRS S (local address) 00000 Sincerely,
or
Widow Ms. (given name and surname) Dear Ms. (surname):
(local address) 00000 Sincerely,

20ge.e footnote 18 on page 3l.

21yge Miss if that is known to be the addressee's preference.

2yge Ms. with given name and surname if that is knownto b

e the addressee's preference.
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Addressee

Address on Letter
__and Epvelope

ilnltiple”

Two or More Men

Two or More Men of
the Same Name

Two or More
Unmarried Women24

Two or More Womenz4

Salutation and

Messrs. (surname) and
(surname)
(local address) 00000

or

Mr. (full name) and
Mr. (full name)

(local address) 00000

Messrs. (given name) and
(given name) (surname)
(local address) 00000
or
The Messrs. (surname)
(local address) 00000

The Mses. (surname) and
(surname)
(local address) 00000

or

Miss (full name) and
(full name)

(local address) 00000

Ms. (full name) and
Mrs. (full name)
(local address) 00000

Complimentary Close

Gentlemen:
Sincerely,

or

Dear Mr. (surname) and
Mr. (surname):
Sincerely,

Dear Messrs. (surname):
Sincerely,

or
Gentlemen:
Sincerely,

Ladies (or Mesdames):
Sincerely,

or
Dear Misses (surname)
and (surname):

Ladies (or Mesdames):
Sincerely,

23, letter to two Oor more persons may be addressed as illustrated or to only one of
them when the latter is mentioned by name in the opening paragraph.

en the names of bo
vhose name appears first should be add

Page 34

th men and women occur in the inside address, the individual
ressed first in the salutation.
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PITALI

1. GENERAL.  Problems of capitalization which most often arise ip-Government cor-

respondence sre covered in this chapter.

Commonly used principles are briefly

stated, and then supported by examples. When to capitalize is shown at the left

of the page; when not to capitalize is shown at the right.

For words or terms

pot included here, correct practice can be determined by relating them to the principles

that are given.
points on capitalization.

Also see the Government Printing Office Style Manual for other

Capitalize names of persons, places,

and things; and their derivatives
which retain proper noun meanings.

John Macadam, Macadam family
Paris, Parisian

Italy, Italian

Rome, Roman

Capitol in Washington, D.C.

Capitalize city only when it is
part of the name.

Oklahoma City
A common noun or adjective forming
an essential part of a proper name

is capitalized.

State of Oklahoma

Capitalize titles preceding names.

Chairman Jones
Mayor Adams

Do mot capitalize names which have
become common, or their derivatives
which have general meanings.

macadamized
plaster of paris
italics, italicize
roman (type)

a State capitol

Do not capitalize city when it stands
alone or precedes the name.

city of Oklahoma City, the city

Do not capitalize the titles following
pames or used instead of names, except
to indicate preeminence or distinction.

the manager of the ESS, the manager
but the President of-the United States

b. Common nouns used as Proper TWOURsS.

Capitalize common nouns used as
parts of proper names and of
titles.

Massachusetts Avenue

Federal Express
Cape of Good Hope

Par 1

Do not capitalize when used as a substitute
for a name, or to denote time, sequence,
or reference.

the longest aveunue

the express to Boston
the southernmost cape

Page 1
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Union Station the railwvay station in Washington
Budget and Accounting act of 1951
Procedures Act
Appendix C . a part of appendix C
Column 2 in column 2, page 3, paragraph 3
Exhibit 107 a reprint of exhibit 107
“.the Versailles Treaty the treaty of 1919
Capitalize common nouns when used Do not capitalize when used in
alone as a well-known short form a general sense.

of a proper name.

British Commonwealth: a commonwealth of nations
the Commonwealth
Cherokee Nation: the Nation a nation of warlike people
Union of South Africa: a union between families
the Union
United States: the States, ' state's evidence
the Nation
Capitalize plural forms of common Do not capitalize when used in a
poun when used as part of a proper general sense,
name.
Seventh and I Streets two old streets
Lakes Erie and Ontario these inland lakes
State and Treasury Departments executive departments
Ce es nize jes.

(1) Federal Government units.

Capitalize titles of the Federal Do not capitalize when used in
Government and its units and their a general sense or when referring
shortened forms. Capitalize other to other than a Federal Government

substitutes only to show distinmction. unit.

The U.S. Government: the Federal democratic government, a federal
Government, the National union, two national governments,
Government, the Government city government

U.S. Congress: 86th Congress a congress of citizens
the Senate, the House a senate or house unit in Iowa

Committee of the Whole: the committees of the Senate, & PTA
Committee committee

Department of Agriculture: the any department of the government
Department

Division of Grants: the Division a division of the organization

Buresu of the Census: the Ceunsus formation of a bureau, the census
Bureau, the Bureau bureau in Laurel

Geological Survey: the Survey a survey of minerals

Page 2 Par 2
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Interstate Commerce Commission:
the Commission

American Embassy: the Embassy

Department of Defense: Military
Establishment, Armed Forces

U.S. Army: the Army, Regular
Army, the Infantry, 8lst Regiment,
Army Band

U.S. Navy: the Navy, Navy (Naval)
Establishment, Marine Corps

pon-Federal Government

1360.16
Appendix 2

e commission on trade rights,
interstate commissions

a foreign embassy, the consulate,
the consulate general .

a defense establisbment, armed
forces exploring the area, also
armed services

an army, Grant's army, infantrymen,
the regiment, the March King's band

paval shipyard, naval station

corps of fighting men

ponfederal aid, federal facility,
government building 4

FAA headquarters, Washington headquarters,
headquarters, headquarters building

wadministration" (capital A) should be used only as & part of the title

“Federal Aviation Administration" to avo

tern "the Administration."
mean the total FAA organization.
referring to the FAA.

(2) 1International organizations.

Capitalize names of international
organizations.

United Nations: the Security
Council, the Assembly, the
Secretariat, the International
Court of Justice

World Health Organization

(3) Names of other organized bodies.

id confusion with-the political
The term "agency" (small a) may be used to
Do not use “Agency" (capital A) wvhen

Do not capitalize when used in
a general sense.

united nations in the Middle East,
a council of citizens, a town
assembly, & secretariat for the
director, & citizens' court

funds for a health organization

(For names of Federal Government

units and international organizations, see paragraphs (1) and (2), preceding.)

Capitalize names of other organized
bodies when used as titles.

Virginia Assembly, West Virginia
House of Delegates

California State Highway Commission:
Bighway Commission of California

Dutchland Railroad Company: the

-putchland Railroad

Par 2

Do mot capitalize when used in
a general semnse.

the assembly, the senate, the house
of delegates in West Virginia

the highvay‘commission, the commission
for highway construction

the railroad company, the railroad
in Pennsylvania

Page :
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Capitalize names of members of: 77" Do mot capitalize when used in a

crganized bodies to distinguiihlghggun.gépéiél sense.
from the same wvords merely in"a " C
descriptive sense. .

s representative of & group

a Representati@e (Member of
- a republican form of government

Congress)

a Republican (member of a
political party)

a Catholic (member of the
Catholic Church)

catholic (universal) interests

Do not capitalize when used in &
general sense.

Capitalize names of countries and
their divisions when used as proper
pames or as proper adjectives.

United States: the Republic, the
Nation, the Union

New York State: the Empire State

Dominion of Canada: the Dominion

Province of Quebec: the Province

U.S.S.R. (Union of Soviet Socialist

Republics): Cominform (Communist
Information Bureau), Communist
International

£.

Capitalize names of regions, .
localities, and geographic features
when used as proper names.

A

the North Atlantic States

the West, the Midwest I
Equatorial Africa

the Middle East (Asia)

the Promised Land

the Continent

Page 4

a republic, two pations, national
income, union of States (U.S.)

church and state

a dominion of the Western Hemisphere

farming provinces of Canada

a socialist form of govermment,
experiment in communism

Do not capitalize terms used to
‘denote mere direction or position.

" “porth, south, east, west, northerly,

porthern, northward
road to the west, 8 midwest direction
equatorial countries

,middle“gag;,of,the State
a land of promise

continental boundaries

Par 2
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time.
Capitalize names of months of the
year and days of the week.

January, February, March
Monday, Tuesday, Wednesday

Capitalize names of events and of
holidays.

Battle of Lexington
War of 1812, World War II
Feast of the Passover

Fourth of July: the Fourth
3. ES USED W1 S ITLES ST
a. Titles i .

Capitalize titles preceding proper
names.

President Roosevelt
King George
Chairman McDowell
Ambassador Page
b. i i 8 it

Capitalize titles following proper

1360.16
Appendix 2

nd

Do not capitalize names of the seasons
or the words year and century vwhen.
used with numbers.

fiscal year or fiscal year 1984
spring, summer, autumn, winter
the year 1960, the 20th century

Do not capitalize when used in a
general sense.

the battle fought at Lexington

the war years, two major wars

a religious feast

on July the fourth, & national holiday

Do not capitalize when used in a
general sense.

a president of a club

a king of spades

a chairman of the committee
ambassador at large

Do not capitalize when used in

names, or used alone as substitutes a general sense, or vhen not indicating
for names, when they indicate preeminence.
preeminence.

John Adams, President of the United
States; the President, the
President-elect, the Executive,
the Commander in Chief, Ex-President
Adams, a former President

Thomas Howells, Vice President of

the United States; the Vice
President

Par 2

Burns Mason, president of the Potomac
Railway, president-elect of the
union, the executive's suite,

a young commander in chief,
ex-president of Cullen Institute,
a former president of the university

Caleb Johnson, vice president of
the Exchange; the vice president
of SDA

Page 5
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secretaries of the military departments
(part of the clerical staff), -but. - -
Secretaries of the military departments
(heads of Army, Navy, Air Porce),
the director, or chief, or assistant
chief of the laboratory

B. A. Rowland, Secretary of State;
the Secretary, the Acting
Secretary, the Under Secretary,
the Assistant Secretary, the
Director, the Chief, or the

- Assistant Chief

Capitalize titles in the second person.

Your Excellency
Mr. Chairman, Madam Secretary
4, ITLES O BLICATIONS NT

Do not capitalize when used apart
from titles or in a general sense.

—

Capitalize all words in titles of
publications and documents, except

a, an, tbe, at, by, for, in, of, on,
to, up, and, as, but, if, or, and nor.

Statutes at lLarge, Revised Statutes

District Code

Bancroft's History

Journal (House or Semate)

American Journal of Science

Monograph 55, Research Paper 123

Senate Document 70, but Senate
bill 416

Bouse Resolution 68, but House
bill 20

Kellogg Pact, North Atlantic Pact

Treaty of Ghent

the applicable statutes

the code of the District

history books

a journal of legislative action

a professional journal

any monograph, & research paper by Sales
a historical document from the Senate

a committee resolution

a pact between nations
the treaty signed at Ghent

- 5. THE DEFINITE ARTICLE.

Capitalize the word the when used as
part of a name or title,

Do not capitalize when the is used adjectively
or with titles of newspapers, periodicals,

The Dalles (Oregon)

The Weirs (New Hampshire)

The Hague

The Attorney General (if so
written in copy)

Page 6

vessels, airships, or firm names.

the Dalles region

the Weirs streets o

the Hague Court; also the Netherlands
the attorney general of Texas

the Times, the Atlantic Monthly

the Mermaid, the U=3

the National Photo Company

Par 3
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6. PARTICLES IN NAMES OF PERSONS.
Capitalize particles in foreign

names or titles--d', da, della,
du, van, and von.

D'Orbigny
Da Ponte
Du Pont

Capitalize particles in snglicized
pames, even if preceded by a
forename or title.

Justice Van Devanter
Samuel F. Du Pont
Reginald De Koven

7. FIRST WORDS. -

Capitalize the first word of a
sentence, of a direct quotation,

of a line of poetry, or of a
formally introduced series of
items following a comma or & colon.

The question is, Shall the bill
pass?

He asked, "And where are
you going"?

Lives of great men all remind us
We can make our lives sublime.

The vote was as follows: In the
affirmative, 23; in the
negative, 11; not voting, 3.

Par 6

1360.16
Appendix 2

Do not capitalize in foreign names
when preceded by a forename OT ‘
title. ,

Alcide d'Orbigny

Cardinal da Ponte

E. I. du Pont de Nemours & Company

Do not capitalize when an individual
prefers lowercase.

Henry van Dyke (personal usage)
Irenee du Poot (personal usage)

Do not capitalize the first word of a fragmentary
quotation. '

He objected “to the phraseology,
not to the ideas.”

Do mnot capitalize the first word following
a colon, an exclamation point, or question
if the matter following is merely s supplementary
remark making the meaning clearer.

Revolutions are not made: they come.

Page |
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1. QEEELAL.. Only well-known abbreviations or acronyms should be used. They should
be avoided as puch as possible in writing to persons who may not be familiar with
the term.

a. When using an acronym OTr abbreviation, the phrase should first be spelled
out followed by the acronym Or abbreviation in parentheses. After this first definition
of its meaning the acronym OT abbreviation shquld be used without further explanationm.

b. When writing to persons in FAA, well-known acronyms peed not be defined
jf it is known that the recipient of the letter js familiar with the term.

C 2. Pl ENS 1 .

a. In general, when abbreviating a word or words, capitalize and hyphenate
the abbreviation as the original word or words. Use a period after each element
of the abbreviation, unless through usage the period is omitted. Allow no spaces
after periods.

C.0.8. H.R. 116 A.B. st. a.m. J. M, Jones

b. Omit periods and spaces after initials used as shortened names of Government
agencies and other organized bodies, if not contrary to usage.

NASA TWA DOD GMAC AFL-CIO  USAF
3. GEOGRAPHI .

a. You may abbreviate Dnited States when preceding Government or the mname

of a Government organization, except in formal writing. Spell out United States

when it is used as a mnoun or when it is used as an adjective in association with
pames of other countries.

U.S. Government U.S.S. Brooklyn (note abbreviation

U.S. Congress for ship)

U.S. Department of put British, French, snd United
Agriculture States Governments

U.S. Monitor Nantucket United States-British talks

b. With the exceptions poted in paragraph a, preceding, the abbreviation U.S. is
used in the adjective position, but is spelled out when used as a noun.

U.8. foreign policy but foreign policy of the United States
U.8. economy the economy of the United States
U.8. attorney ' United States Code (official title)
U.S8. attitude United States Steel Corp.

(legal title)

Par 1 ' , Page 1
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c. Two-letter State and province abbreviations:

S A s

AB
BC
LB
MB
NB

BH

NOTE:

through the U.S.
addresses.

wAiabama

Alaska
Arizona
Arkansas
California
Colorado
Connecticut
Delaware
Florida
Georgia
Hawaii
Idaho
Illinois
Indiana
Iowa
Kansas
Kentucky
Louisiana
Maine

Alberta

British Columbia
Labrador
Manitoba

New Brunswick

Bahamas

ZZAEZAAANBSRERES

000
o R m

NF
NT

NS
ON

Other commonly used two-letter

© BWI

UNITED STATES

Maryland
Massachusetts
Michigan
Minnesota
Mississippi
Missouri
Montana
Nebraska
Nevada

New Hampshire
New Jersey
New Mexico
New York
North Carolina
North Dakota -
Ohio

Oklahoma
Oregon

CANADA

Newfoundland
Northwest
Territories
Nova Scotia
Ontario

and three-lett

-British West
Indies

Two-letter and three-letter abbrevia

7/12/85

PA Pennsylvania

RI Rhode Island

sC South Carolina

1)) South Dakota

N Tennessee

X Texas

UT Utah

vT Vermont

VA Virginia

WA Washington

- WV West Virigina

w1 Wisconsin

Wi Wyoming

DC District of
Columbia

GU Guam

PR Puerto Rico

vi Virgin Islands

PE Prince Edward
Island

PQ Quebec

SK Saskatchewan

UT Yukon Territory

er abbreviations are:

RP Republic of Panama

tions are for expediting mail

Postal Service and will be used ONLY on envelopes or inside
Spell out the name in the body of a letter or memorandum, -

4, ADDRESSES. Words in an address are usually spelled out. Where brevity is
required, these abbreviations following a name or a3 number may be used. :
st .~~Street 8$q.~~Square Dr.~-Drive NW.=-Northwest
Ave.--Avenue Blvd.-~-Boulevard Ct.--Court SW.--Southwest
Pl.~-Place Ter .~~Terrace Bldg.~—Building NE.~~Northeast
: - 8E.~=Southeast

NOTE: DO NOT ABBREVIATE county, fort, mount, point, and port.

Page 2
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5. NAMES AND TITLES.
a. Use abbreviations in firm names as they are shown on the firm's letterhead.
J. Dillard & Sons, Inc.

b. Where brevity in company names is required, the following abbreviations
may be used:

Bro.-—Brother Co .~~Company Inc.-~Incorporated &--and
Bros.--Brothers Corp.——Corporation Ltd.~~Limited

¢c. Do mnot abbreviate Company and Corporation in names of Federal Government
units.

Metals Reserve Company - Commodity Credit Corporation

d. Use the following abbreviations after a mame:

Jr., Sr. Degrees: M.A., Ph.D., LL.D.
2d, 3d, 1I, III (not preceded Fellowships, orders, etc.:
by a coma) . F.R.s.. K.C.B.

e. Sr. and Jr. should not be used without given name OT initials, but may
be used in combination with any title.

A.B. Jones, Jr.; mot Jones, Jr., or Mr. Jones, Jr.
President J.B. Jomnes, S5r. .

f. Do mot use titles such as Mr., Mrs., Ms., and Dr. in combinationm with another
title or with abbreviations jndicating academic degrees.

John Jones, A.B., Ph.D.; mot Mr. John Jones, A.B., Ph.D.
Dick Roe, M.D.; mot Dr. Dick Roe, M.D.; or Mr. Dick Roe, M.D.
A. B. Jones, Jr., Esq.; pot Mr. A. B. Jones, Jr., Esq.

g. When the name is followed by abbreviations designating religious and fratermal
orders and academic and honorary degrees, arrange the abbreviations in this sequence:
Orders, religious first; theological degrees; academic degrees earned in course;
and honorary degrees in order of bestowal.

_JOhn J. Jones, D.D., M.A., D. Lit.
Richard R. Row, C.8.C., Ph.D., LL.D.

6. Mmgum Abbreviations may be used to designate parts of publications
mentioned in parentheses, brackets, footmotes, 1ists of references, and tables,
and followed by figures, letters, or Roman numerals.

8PPe> npps.-—appéndix, appendixes pt. pts.-—part, parts
art., arts.-—article, articles secC., secs.--section, sections

Par 5 ‘ Page 3



1360.16
Appendix 3 7/12/85

bull., bulls.=-bulletin, bulletins subch., .#ubichs.--subchapter, )
cl., cls.--clause, clauses T subchapters
ch., chs.--chapter, chapters :ubpa:.._nubpg;g,::anbparagraph,
col., cols.--column, columns : - .~ . subparagraphs
£ig., figs.~——figure, figures subsec.; ‘subsécé.~=subsection,
0., DOS.-—number, numbers ... . 'subsections
$., pPp.-——page, pages supp., Supps.-—supplement,
Par., pars.--paragraph, paragraphs _ supplements
pl., pls.--plate, plates "~ vol., vols.--volume, volumes
7. IE3&&_35LAILE§_IQ_§Q§Q§E§§. You may use the following abbreviations for the

words Congress and session when these words are used in parentheses, brackets,
footnotes, sidenotes, 1ists of references, and tables.

824 Cong., lst sess.
1st sess., 82d Cong.
Public Law 64, 74th Cong.

8. ACRONYMS.

a. Specialists tend to be dedicated to the language of their specialty, including
its many acronyms. The use of acronyms may become a roadblock to a good, wvell-written
communication, and comprehension is sloved when a reader has to stop and interpret.
Use must be limited to internal correspondence which in turn should make us more
avare of applying the same care and caution when writing to persons outside the
agency. The meaning of acronyms used must be spelled out in the few instances
where the complete avoidance is impractical.

b. If a determination is made to spell out an acronym, it would be written
in lower case with the acronym in parentheses and in all caps.

airport traffic control tower (ATCT)

radar approach control (RAPCON) oo

but
Texas Instruments (TI) imégmnngx;iiﬁéff ;,;;t";Z;f‘,: '

National Airspace System (NAS)

c. After spelling out the acromym the first time, u@giﬁétoﬁjﬂ?ONLY dropping
the parentheses. o ’ '

d. A complete list of approved FAA ccronymé from Order 1000.15A, Glossary,

is provided for quick reference following this appendix.
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FAA ACRONYMS s

A

AAS: airport advisory service

AC: advisory circular

ACEM: Aircraft Equipment Modification

ACFI: FAA Advisory Committee on Flight Information
ACIC: Areonautical Chart and Information Center (USAF)
ACW: Aircraft Control and Warning System

ADC: Air Defense Command

ADF': automatic direction finder

ADIS: automatic data interchange system

ADIZ: Air Defense Identification Zone

ADP: automatic data processing

ADSA: air derived separation assurance

AEEM: Airborne Electronic Equipment Modification
AFS: Aeronautical Fixed Service; Airway Facilities Sector
AXFTN: Aeronautical Fixed Telecommunications Network
AGC: automatic gain control

AID: airport information desk

AIM: Airmen’s Information Manual

AIREP: air report

AIRMET: Airmen's Meteorological Information
ALNOT: alert notice

ALS: approach lighting system

ALTRV: (See Ceﬁral Altitude Reservation Function)
AMB: Aircraft Maintenance Base

AME; aviation medical examiner

AMIS: Aircraft Movement Information Service

APL: air position indicator

ARP: airport reference point

ARSR: gir route surveillance radar

ARTCC: air route traffic control center

ARTS: automated radar terminal system

ASB: Aircraft Services Base .

ASDE: airport surface detection equipment

ASF: Aircraft Service Facility

ASR: airport surveillance radar

ATC: air traffic control (FAR Part 1)

ATCBI: air traffic control beacon interrogator
ATCRBS: Air Traffic Control Radar Beacon System
ATCSCC: ATC Systems Command Center

ATCT: airport traffic control tower

ATIS: Automatic Terminal Information Service
ATSCCEP: Air Traffic Service Contingency Command Post
AVC: automatic volume control

BLUE: blind landing experimental unit
BUEC: backup emergency communications . -
BVD: beacon video digitizer

CAD: Central Aircrat Dispatch

CARF: Central Altitude Reservation Function
CAS: (1) calibrated airspeed (FAR Part 1); (2) collision
avoidance

system
CAT: clear-air turbulence
CCC: central computer complex
CD: common digitizer
CDC: computer display channel
CE: conspicuity enhancement

CERAP: combined center/RAPCON
CFCF: Central Flow Control Function

CIRVIS: communications instructions reporting vital

intelligence sightings
CNI: communications-navigation-identification
CO/A: Change Ordér (Aircraft)
CO/E: Change Order (Electronics)
CONSO: consolan
CP: circular polarization
CRT: cathode-ray tube
CST: combined station/tower

CUE: computer updating equipment
D

«?BABS: discrete address beacon system
A: A-weighted sound level
dB: decibel pressare

DCC: display channel complex

DCD: double channel

DCS: double channel simplex

DDM: difference in of modulation
DEW: Distant Early Warning Line

DEWIZ: Distant Early Warning Identification Zone

DF: direction finder

DME: distance measuring equipment
DH: decision height

DVFR: Defense Visual Flight Rules

E

EAC: expected approach clearance time
ECM: electronic counter measures

EFAS: En Route Flight Advisory Service
EFC: expected further clearance time
EHF: extremely high frequency

ELT: emergency locator transmitter
EMC: employee-management cooperation
EPI: expanded position indicator -
EPNJB: (see effective perceived noise level)
EPNL: effective perceived noise level
EVSS: electronic voice switching system

F

FAA: Federal Aviation Administration

FAR: Federal Aviation Regulations

FAWS: Flight Advisory Weather Service
FDDL: frequency division data link

FDEDP: flight data entry and printout equipment
FIAC: Flight Information Advisory Committee
FIPS: Federal Information Processing Standard
FIR: flight information region (ICAO)

FM: fan marker

FPDI: flight path deviation indicator

FSK: frequency shift keying

FSS: flight service station

FTC: fast time constant

Page 5
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G

GCA: ground controlled apﬁroach
GCI: ground controlled intercept

GDL: guidance light facility
GENOT: general notice

GHz: gigahertz

GPI: ground position indicator
GS: glide slope

H

H: homer

HAT: height above touchdown
HF: high frequency

HH.: (see homer)

Hz: Hertz

I

IACC: U.S. Government Inter-Agency Air Cartographic
Committee

IAGC: instantaneous automatic gain control

IAS: indicated airspeed (FAR Part I)

ICAO: International Civil Aviation Organization

IFF: identification friend or foe

IFR: instrument flight rules (FAR Part 81)

IFSR: international flight service receiving station

IFSS: international flight service station

IFST: international flight service transmitter station

ILAS: instrument low approach system

ILS: instrument landing system

IM: inner marker

IMC: instrument meteorological conditions

INREQ: information request '

INT: intersection

IP: Initial point
ISLS: improved side lobe suppression
J
JATO: jet assisted takeoff
K
kHz: kilohertz
L

LANAC: laminar air navigation and anticollision
LDA: localizer-type directional aid

LDIN: lead-in light facility

LF: low frequency

L/MF: low-medium frequency

LMM: compass locatar at middle marker

LOC: ILS localizer
LOM: compass locator at outer marker
LP: linear i
M
mA: milliam

MAD: maintenance alert directive
MALS: medium intensity approach lights — 5000 cp

Page 6
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MAP missed a; procedure

MCA: minimum crossing altitude

MCL: Mid-Canada Line

MDA: minimum descent altitude (FAR Part 1)
MEA: minimum en route IFR altitude

MF: medium

MH: (see homer)

MHz: megahertz

MLS: microwave landing system

MM: middle marker

MOCA: minimum obstruction clearance altitude
MODEM: modulator-demodulator

MRA: minimum reception altitude

MSL: mean sea level

MTI: moving target indicator

MUA: maximum usable altitude

MVA: minimum vectoring altitude

N

NAS: National Airspace System

NASP: National Airport System Plan
NATCOM: National Communications Center
NAVAID: air navigation facility

NCC: NORAD Control Centers

NCS: National Communication System
NFDC: National Flight Data Center

NFSG: National Field Support Group
NORAD: North American Air Defense Command
NOTAM: Notice to Airmen

NSD: Navigational Situation Display

o

OBS: omnibearing selector

OAW: off-airways weather station
OM: outer marker

OMNI: (see VOR)

P

PAM: pulse-amplitude modulation

PAR: precision approach radar

PCS: power conditioning system

PGP: Planning Grant Program

PIREP: pilot report

PNL: perceived noise level

PNLT: perceived noise level — tone corrected

PPI: plan position indicator

PRF: pulse repetition frequency -

PT: ure turn '

PWI.: (1) pilot warning instrument; (2) proximity
warning indicator

RAIL: runway alignment indicator light

RAPCON OR RAPCO: radar approach control
RATCEF: radar air traffic control facility

RBC: rotating beacon ceilometer

RBDE: radar bright display equipment

RCAG: remote center air/ground communication facility
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RCC: rescue coordination center
RCO: remote communications outlet
REIL: runway end identification lights
RENOT: regional notice

RIS: reports identification symbol
RLA: restricted landing area

RMI: radio magnetic indicator

RML.: radar microwave link

RMLR: radar microwave link repeater
RMLT: radar microwave link terminal
RNAV: area navigation

RTOL: reduced takeoff and landing
RTT: radio telemetering theodolite
RVO: runway visibility observer
RVR: runway visual range

S

SAFT: semiautomatic flight inspection system
SAGE: semiautomatic ground environment system (USAF)
SALS: short approach light system

SAMB: Secondary Aircraft Maintenance Base
SAR: search and rescue

SCAN: self-correcting automatic navigation
SDF: simplified directional facility

SECRA: Secondary Radar

SELCAL: selective calling system

SFL.: sequenced flashing lights

SHF' super-high frequency

SHORAN: short range navigation

SID: standard instrument departure

SIF: selective identification feature

SIGMET: significant meteorological information
SLS: side lobe suppression

SMP: special maintenance project

SPANAT: Systems Planning Approach North Atlantic
SPAR: ILS system performance activity report
SSF: system support facility

SSO: self-sustained outlet

STAR: standard terminal arrival route

STC: sensitivity time control

STOL.: short takeoff and landing

T
‘TACAN: tactical air navigation

13690.16
Appendix 3

TCH: threshold crossing height
TDDL: time-division data link
TDI: TACAN distance indicator
TP: terminating point

TRACAB or TRCAB: terminal radar approach control in tower

cab. (See terminal radar approach control)
TRACON OR TRACO: terminal radar approach control
TROPO: tro eric scatter station
TRS: theodolite recording system
TRSA: terminal radar service area
TVOR: terminal VOR
TWEB: transcribed weather broadcast equipment
TWS: track while scan

U

UDF:; (See direction finder)
UHF: ultra high frequency
UVDF: (See direction finder)

\4

(V1): critical engine failure speed
VASI: visual approach slope indicator
VDF: (See direction finder)

VFR: visual flight rules (FAR Part 91)

VLF: very low frequency

VMC: visual meteorological conditions

VOR: very high frequency omnidirectional range
VORTAC: (see VOR and TACAN)

VOT: very high frequency omnidirectional range-test
V/STOL: vertical/short takeoff and landing

VTOL.: vertical takeoff and land

w
WAE: (see employee ~ intermittent)
WMSC: Weather Message Switching Center
WOC: (see employee - WOC)
W/P: RNAV way point (FAR Part I)

Z

Z: zulu time
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APPENDIX 4. PUNCTUATION

1. GENERAL. Punctuation marks are to the reader what road axgns are to the driver,
They make it easier to read and understtnd ﬁhat‘ndﬁeone ‘Bas ‘written. There are
rules, but there are also many exceptxons. Some punctuation marks may be substituted
for others without changing the meaning of a sentence or without making it less
clear. Good sentences usually need few punctuation marks. The Govermment Printing
Office Style Manual treats punctuation in detail. -

2. APOSTROPHE.
a, Use the apostrophe:
(1) To indicate contract1ons or omxtted letters.
1've it's (1:,1:) TV'ers
(2) To indicate the coined plurals of figures; letters, and symbols.
1890's p's and q's ATC's FAA's FSS's ILS's +'s

(3) To show possession. Add 's when the noun does not end with an s
sound. Add only the apostrophe to & noun that ends with an s sound.

officer's Mars' hostess' Co.'s Cos.' Jones' Joneses' Schmitz'

(a) To show possession in compound nouns, add the apostrophe or
's to the final word.

brother-in-lavw's secretary-treasurer's

(b) To show joinmt possessxon in nouns in a uerxes, add the apostrophe
or 's to the last noun. _ e .

soldiers and sailors' home

(c) . To show separate posses'nion ina’ series,  add the apostrophe
or 's to each noun.

John's, Thomas', and Henry's ratings

. {d) To show possession in indefinite pronouns, add the apostrophe
or 's to the last component of the pronoun.

someone's desk somebody else's books others' homes

Pgge 1
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b. Do pot use the apostrophe:
(1) To form the possessive of personal pronouns.
- theirs yours hers its

’

(2) To form the plural of spelled-out numbers, of words referred to as
words, and of words already containing an apostrophe. Add 's, however, if it makes
the plural easier to read.

twos and threes ifs, ands, and buts yeses and noes
do's and don'ts which's and that's

(3) To follow names of countries and other organized bodies ending in
s or after words more descriptive than possessive (not indicating personal possession),
except when the plural does not end in s.

United States control United Nations meeting
merchants exchange children's hospital

(4) When acronym is in parentheses.
Federal Aviation Administration's (FAA)
3. BRACKEIS.
a. Use brackets in pairs:
(1) To enclose a correction.
He arrived at 13 [12] o'clock.
(2) To supply something omitted.
Mr. Adams [arrived] late.
(3) To explain or to identify.
The president pro tem [Arnold] spoke briefly.
(4) To imstruct or to add comment.
The ¥eport is as follows [read first paragraph]:-

V(S) To enclose sic when it is used to show that an error in a quotation
has been recognized but not changed.

It's [sic] counterpart is missing.
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b. Use a aingle bracket at the beginning of each paragraph but only at the
close of the last paragraph, wvhen extensive material is enclosed.

4. COLON. Use the colon:

- .
-

V:'a. To separate an introductory statement from expianatory or summarizing material
that follows, . .

The board consists of three officials: Chairman, vice chairman,

""and recorder-secretary.

Give up conveniences; do not demand special privileges; do not
stop work: these are necessary while wve are at war.

b. To introduce formal statements, questions, or quotatioms.
The committee stated the brinciple thus: In our foreign relations,
people instead of governments are our first concern.
The following question came up for discussion: What policy should
be adopted?
Be said: [If the quotation is not more than one sentence, use a
comma instead of a colon.]
c. To follow all salutations (formal and informal).

Dear Mr., Franklin: To Whom It May Concern:
Ladies and Gentlemen: Dear John:

d. To separate thé'bpu; and the minutes in clock time.
8:15 a.m. to 11:59 p.m. 8 a.m. to 11 p.m. 8:15 a.m. to 11:00 p.m.
e. To follow introductory headings which lead directly to subentries.
Poliey: .l
" General:
. Salaries
" Respomsibilities
.. 8pecific:
f. To ieparate parts of citations.
Luke 4:3 ~ Journal of Education 3:342-359
g. To indicate proportion (use double colon as ratio sign):

1:2::3:6
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5. COMMA.

8. Use the comma:
[ &

(1) To separate words or figures that might otherwise be misunderstood
or misread. ’

v

Instead of hundreds, thousands came. Out of each 20, 10 are rejected.
To John, Smith was very helpful. What the difficulty is, is
not known.

(2) To set off imtroductory or explanatory words that precede, break,
or follow a short direct quotation. The comma is not peeded if a question mark
or an exclamation point is already part of the quoted matter.

I said, "Don't you understand the question?"
"I understand it," she replied, "but I disagree with the ansver."
"Why?" he said. :
"1+'s unreasonable!™ she exclaimed. .
(3) To indicate the omission of an understood word or words.
Then he was enthusiastic; now, indifferent.
(4) To sepirate a series of modifiers of equal rank.
It is a young, eager, and intelligent group.
but~-He is a clever young man. (No comma when

the final modifier is considered part of the
noun modified.)

(5) To follow each of the members within a series of three or more when
the last two members are joined by and, or, Or WOT.

horses, mules, and cattle peither snow, rain, nor heat
by the bolt, by the yard, by 5, 10, or 20
or in remnants
(6) To separate an introductory phrase from the subject it modifies.

Beset by the enemy, they retreated.

(7) Before and after Jr., Sr., academic degrees, and names of States
preceded by names of cities, within a sentence.

Henry Smith, Jr., chairman Smith, Henry, Sr.
Washington, D.C., schools

Page 4 ‘ Par 5



7/12/85 1360.16
Appendix 4
(8) To set off parenthetic words, phrases, or clauses.
It is obvious, therefore, that this office cannot functionm.
The atom bomb, developed by the Manhattan project, was first
used in World War II. )
but--The person who started that fire is undoubtedly an
arsonist. (No comma necessary, since the clause "who
started that fire" is essential to identify the person.)
He therefore gave up the search.
(9) To set off words or phrases in apposition or in contrast.

Mr. Jay, attorney for the plaintiff, asked for a delay.
You will need work, not words.

(10) .To separate the clauses of a compound sentence if they are joined
by a simple conjunction such as or, nor, and, or but.

The United States will not be an aggressor, nor will it tolerate
aggression by other countries.

(11) To set off a moun or phrase in direct address.
Mr. Président, the motion has carried.

(12) To separate the title of an official and the name of his/her organization
in the absence of the words of or of the.

Manager, Insurance Branch Chairman, Committee on Appropriations

(13) To separate thousand, millions, etc., in numbers of four or more
digits.

4,230 50,491 1,000,000

(14) To set off the year when it follows the day of the month in a specific
date within a sentence.

The reported dates of September 11, 1943, to June 12, 1955, vere
erroneous.

(15) To separate a city and state.

Cleveland, Ohio Washington, DC
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b. Do not use the comma:’
(1) To separate the month and year in a date.
Production for June 1955
On 5 July 1956 we dedicated the arsenal.
(Military form of date.) ‘

(2) To separate units of numbers in built-up fractions, decimals,

page

numbers, serial numbers (except patent numbers), telephone numbers, and street

addresses.
1/2500 Motor No. 189463
1.9047 - 639-3201
page 2632 1727-1731 Broad Street

1450 kilocycles, 1100 meters (no comma unless more than
four digits, radio only)

(3) To precede an ampersand (&) or a dash.
Greene, Wilson & Co. (except in indexes: Jones, A. H., & Sons)
There are other factors-—-time, cost, and transportation--but
quality is the most important.
(4) To separate two nouns one of which indentifies the other.
The booklet "Infant Care" Wilson's boat The Maria
(5) To separate the name and the number of an organization.
Western Legion Post No. 12
6. DASH. Use the dash (two hyphens and no spaces):
a. To mark a sudden break or abrupt change in thought.
He said--and no one contradicted him--"The
‘battle is lost.”
If the bill should pass--which Heaven forbidl—
the service will be wrecked.

b. To indicate an interruption or an unfinished word or sentence.

He said, "Give me lib--" Q. Did you see--? A, No, sir.

Page 6
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c. To serve instead of commas or parentheses, if the meaning is clarified
by the dash. ,

fr e
-
2

These are shore deposits--gravel, sand, and clay--But.ma;;ne‘ledxments
underlie them. '

d. To introduce a final clause that summarizes ' a series of 1deas. (See also -
paragraph 4a, preceding, for use of the colon.)

Freedom of speech, freedom of worship, freedom from want, freedom
from fear--these are the fundamentals of moral world order.

e. To follow an 1ntroductory phrase leading into two ~or more successive lines
and indicating repetition of that phrase.

I recommend—-
That we accept the rules
That we publish them

f. To serve instead of a colon when a qdestion mark closes the preceding idea.
How can you explain this?--"Fee paid, $5."
8. To precede a credit lime or signature.

Still achieving, still pursuing,
Learn to labor and to wait.
--Longfellow
This statement is open to question.--Gerald H. Forsythe

7. EXC I . Use the exclamation point to mark surpr;se, incredulity,
admiration, appeal, or other strong emotion which may be expressed even in a declarative
or interrogative sentence.

How beautifull Who shouted, "All aboardi"
"Great!" he exclaimed (question mark omitted)
0 Lord, save Thy people!

8. HYPHEN. Use the hyphen:

a. To connect the elements of certain compound words. (See also
appendix 6 on compound words.)

mother~in-law self-control valkie-talkie'
ex-governor H-bomb quasi-academic

b. To indicate continuation of a word divided at the end of a line. (See
also appendix 7 on word division.)
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¢. To separate the letters of a word which is spelled out for emphasis.
d-o~l-1-a-r-s
9. PARENTHESES.
8. Use parenthéeea: ’

(1) To set off matter mot part of the main statement or mot a grammatical
element of the sentence, yet important emough to be included.

Mr. Kelley (to the chairman)

Q. (Continuing.)

A. (Reads:)

The result (see figure 2) is most surprising.

(2) To enclose a parenthetic clause where the interruption is too great
to be indicated by commas.

You can find it neither in French dictionaries (at any rate,
not in Littre) nor in English dictionaries.

(3) To enclose an explanatory word that is not part of the statement.
The Erie (PA.) Ledger; but the Ledger of Erie, PA.

(4) To enclbse letters or numbers designating items in a series, either
at the beginning of paragraphs or within a paragraph.

You will observe that the sword is (1) old fashioned, (2) still sharp,
and (3) unusually light for its size.

(5) To enclose a reference at the end of a sentence. Unless the reference
is a complete sentence, place the period after the parenthesis closing the reference.
1f the sentence contains more than one parenthetic reference, the parenthesis closing
the reference at the end of the sentence is placed before the period.

The specimen exhibits both phases (pl. 14, A, B).
The individual cavities show great variation. (See pl. 4.)
This sandstone (see pl. 6) occurs in every county of the
State (see pl. 1),
b. Use a single parenthesis:

At the beginning of each paragraph but only at the close of the last paragraph,
wvhen extensive material is enclosed. :
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10. PERIQD. Use the period:

a. To end a declarative sentence that is mot exclamatory and to end an imperative
sentence.

KASEE t LU P T

. He works for Johnson & Sons, Inc.
Do ‘not be ‘Iate,

" be To end an indirect questxon or a question intended as a suggestion and
not requiring an answer.

'Tell me how the rocket was launched.
_.May ve hear from you soon.

ce To .indicate omission within a sentence, use three periods without spaces
between; at the end of a sentence, four. This is called an ellipsis.

_He called...and left.... He returned the next day.
d. To follow abbreviations unless by usage the period is omitted.
gal. NE. qt. but TVA USDA

NOTE: In abbreviations made up of single letters, no space is allowed
between the period and the following letter except that one space is allowed
after the periods following the initials in a proper name.

11. QUESTION MARK. Use the question mark:

a. To indicate a direct query even if not in the form of a question.

Did he do it?

He did what?

Can the money be raised? is the question.
Who-asked, "Why?" (Note single question mark.)

b. To express more than one query in the same sentence.
Can he do.'if7 or you? or anyone?
c. To express doubt.

He said the boy was 8(?) feet tall,
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12. QUOTATION MARKS.

a. Use quotation marks:

(1) To enclose a direct quotation. Single quotation marks are used to
enclose a quotation within a quotation.

The answer is "No."

"Your order has been received," they wrote.
He said, "John said 'No.'"

"John," said Henry, "why do you go?"

"The equipment will be forwarded promptly."

(2) To enclose any matter following the terms entitled, the word, the
term, marked, endorsed, or signed. Do not use them to enclose expressions following
the terms known as, called, so—called, etc., unless such expressions are misnomers
or slang.

Congress passed the act entitled "An Act ...."
It was signed "John." o

After the word "treaty," insert a comma.

The so-called investigating body.

(3) To enclose misnomers, slang expressions, nicknames, or ordinary words
used in an arbitrary way.

(4) When a quotation of less than two lines is run into the text. (A
quotation of more than two lines is blocked five spaces from the left and right
margins of the text and quotation marks are omitted.)

b. Limit quotation marks, if possible, to three sets (double, single, double).

"The question is, in effect, 'Can a person who obtains his
certificate of naturalization by fraud be considered a
“bona fide" citizen of the United States?'"

c. Place punctuation inside or outside quotation marks as follows. Always
type the comma and the final period inside the quotation marks. Other punctuation
marks are placed inside if they are a part of the quoted matter.

"The President,"” he said, "will veto the bill.,"
The trainman shouted, "All aboard!"

Is this what we call a "Correspondex"?

"Have you an application form?"

Who asked, "Why?"
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13, SEMICOLON. Use the semicolon:

a. To separate independent clauses not joined by a conjunction or joined by
a conjunctive adverb such as hence, therefore, however, moreover, etc.

The report is not ready today; it may be completed by Friday.
The allotment has been transferred to the Production Division;
hence, construction of the partitions must be delayed.
The Director publicly commended us for our report; however,
he later asked us to rewrite the conclusion.

b. To separate two or more phrases or clauses with internal punctuation.

Robert M. Roman, chairman of the union, will travel in most of southern
Europe; in all of the Near East; and, in case there is time, along
the northern, western, and southern coasts of Africa.

If you want your writing to be worthwhile, give it unity; if you
want it to be easy to read, give it coherence; and, if you want
it to be interesting, give it emphasis.

Incidents occurred in Seattle, Washington; Denver, Colorado; and
Boise, Idaho.

c. To separate statements that are too closely related in meaning to be written
as separate sentences.

No; we receive one-third.

War is destructive; peace, constructive. '
d. To precede words or abbreviations which introduce a summary or explanation

.of what has gone before in the sentence.

A writer should adopt a definite arrangement of material; for example,
arrangement by time sequence, by order of importance, or by subject
classification. -

The industry is related to groups that produce finished goods; i.e.,
electrical machinery and transportation equipment.

NOTE: The semicolon is to be avoided where a comma will suffice.
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APPENDIX 5, NUMERALS

1. GENERAL. Whether to express a number in figures or to spell it out is often
a troublesome choice. This appendix covers most of the principles needed to make
a choice. It first treats numbers that are spelled out. Then it deals with numbers
that are expressed in figures, confining the rules to small numbers, usually those
under a thousand. The third part covers large numbers, some of which may be written
in text by combining figures and words. Further instructions as to the accepted
method of writing numerals are found in the Government Printing Office Style Manual.
The following suggestions offer overall guidance in choosing the best method of
expressing a number.

a. Spell out numbers at the beginning of a sentence. If possible, do not
‘begin sentence with routing symbols as they are alphabetical numerical. codes used
primarly for mail distribution. ' Numbers under 10 are to be spelled out except
when expressing time, money, and measurement. '

b. Use Arabic numerals rather than Roman numerals.

¢. Except in legal documents, avoid repeating in numerals & number which has
been spelled out. '

2. NUMBERS SPELLED OUT.
a. Single numbers of less than 10 within a sentence.

six horses ‘ five recommendations
three times as large seven machine guns

b. When 2 or more numbers appear in a sentence and 1 of them is 10 or more,
figures are used for each number. '

Each of 15 major commodities (9 metal and 6 nonmetal) was in supply.
Each of nine major commodities (five metal and four nonmetal) was in supply.

‘¢. Numbers of less than 100 preceding a compound modifier containing a figure.

two 3/4-inch boards but 120 8-inch boards
twelve 6-inch guns

d. Round numbers and indefinite expressioms.

& hundred cows, dollars, men but 100-o0dd pupils, 250-fold

the early seventies but the 1870's, not the '70's or 70's
in the eighties
midsixties but mid-1961

a thousand and one reasons
less than a million dollars
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e. Numbers used with serious and dignified subjects and in formal writing.

The Thirteen Original States in the year nineteen hundred
millions for defense but not and sixty-five
one cent for tribute LT e e SLIEMELITLOTT

f. Large numbers denoting amounts which are formally lpelled out, as in legal

work, are expressed as follows: U S
one thousand six hundred fifty-twvo thousand one hundred snd
and twenty ninety-five
eight thousand and ninety-two nine hundred and seventy-three
eight hundred and eighty-two thousand

RS

g Fractions standing alone or followed by of a or of an,

one-half inch three-fourths of an inch -
one~half of a farm, not 1/2 not 3/4 inch or 3/4 of an inch
of a farm but 1/2 to 1 3/4 pages

h. Ordinal numbers less than 10th. (See also paragraph 3d following.)
First Congress eighth parallel

ninth century Second Street
E : Ninth Avenue

3. NUMBERS EXPRESSED IN FIGURES.

a. Single numbers of 10 or more within a sentence.
50 ballots, guns, horses nearly 10 miles about 40 men

b. Serial numbers. (Commas are not used in serial numbers.) |
Bulletin 725 pages 352-357 ME 5-9020 _;909~19th Street 290 U.S. 325

¢. Quantities, measures, and time. -
(1) Ages. Lo

6 years old 52 years 10 months 6 days a 3-year-old boy

Page 2 ' Par 2
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(2) Dates. e e 7
June 1959; June 20, 1959 ~ ~15°April 1960 (military)
not June, 1959, or .. 7 | 4th of July, but Fourth of July,
June 20th, 1959 ... - ... - 'meaning the holiday
March 6 to April 15, 1959 ‘the '1st (day) of the month, but
not March 6, 1959. to - the last of April or the first
April 15, 1959 o of May, not referring to specific

days
FY 1984 (without dash) or FY-84--either
is acceptable

(3) Decimals. Place a zero before s decimal where there is no umit,

except in market quotations. (See paragraph (5) following.) Omit decimal point
and zeros after a number unless the zero is needed to indicate exact measurement.

Par 3

. 0.25 inch_' 1,;5 gage-height 10.0 approximately 10 feet

(4) Degrees

longitude 77° 08'06''E. 104° temperature
(spaces omitted) an angle of 57°
latitude 49° 26'16''N. but two degrees of justice

(5) Market quotations.

4 1/2-percent bonds Treasury bonds sell at 95
Metropolitan Railroad, 109 sugar, .03; mot 0.03

(6) Mathematical expressions.

multiplied by 3 ~ divided by 6

cawvens s
. »
R . AT e

(7) Measurements. o

7 meters, yards, miles, acres, bushels but tenpenny nail,
fourfold, three-ply

2 feet by 1 foot 8 1nches.by 1 foot 3 1nches

8 by 12 inches ' oA

20/20 vision 2,500mhprsepower - 6-pounder

10 yards 6 acres ci .1 1/2 mile

(8) Money. (See also paragraphs 2d, préééaiﬁé:“an&ﬂky_jolloving.)

$0.75 or 75 cents $3 (not $3.00) per 200 pounds
0.5 cent but $3.00 to $3.65
$3.65

Page 3
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(9) Percentages.

23 percent 25.5 percent 0.5 percent or one~half of 1 percent
5 percentage points 50-50 (colloquial expression)

(10) Proportion.

ltod 1:62,500 1-3-5
(11) Time.
6 hours 8 minutes 20 seconds half past 4 or 4:30 a.m.
10 years 3 months 29 days 12m, (noon) and 12 p.m. (midnight)
but four centuries, three 1300 (military time) mot 1300
decades hours
10 o'clock or 10 p.m. any one year

not 10 o'clock p.m. or 10:00 p.m. four afternoons
10 p.in, 10:30 p.m.
but 10:00 p.m. to 10:30 p.m.
(12) Unit modifiers.

5-day week 8-year-old wine 8~hour day 10-foot pole
but a two-story house a five-man board $20 million airfield

d. Ordinal numbers of 10th or more. (See also paragraph 2h, preceding.)

20th century 824 Congress 20th Congressional District

17th region 171st Street 200th Place

the 9th and He represented the lst,
10th times 4th, and 12th wards

e. Military units are always expressed in figures except at the beginning
of a sentence. (Exception: Corps, which is expressed in Roman numerals.)

2d Infantry Division 3234 fighﬁér Wing 5th Fleet
7th Air Force - 9th Naval District XII Corps

Page 4 Par 3
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4. LARGE NUMBERS. Large numbers are usually expressed in figures; however, numbers
larger than & million which end in four or more zeros may be expressed in text
by combining figures and words. In the examples which follow, preference is based
on the ease with which the number can be grasped in reading.

Amount Expressed jin Figures Preferable jin Text / Acceptable i X
299,789,665 cc000ccccccccces 299,789,665 -
$1,200,390,180. 000000000000 $1,200,390,180 -
$12,000,000%, ccccccoccccnse $12 millioneeeeess 12 million dollars
$1,000,000,000%.c0ccccccacs $1 billionseccesss 1 billion dollars or

one billion dollars

3,250,000*‘0couooocooocooo 3.25 millionoooooo 3 1/4 million or three and
one-fourth million or three
and one-quarter million

750,000,000%,ccc0eccccsce 750 milliofyeesses 3/4 billion or three-fourths
of abillion or three~-quarters
of a billion

9,000,000 to 9 million to |
1,000,000,000*;,¢cooooccc 1 billioDececses nine million to ome billion

*Correct for tabular work and for text when used with other numbers ordinarily
written in figures, as "$12,000,000 and $9,250,600."

~Par 4 : Page 5
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APPENDIX COMP

1. GENERAL. A compound word conveys a unit idea that is not as clearly conveyed
by separate words. The hyphen not only unites but separates the component words,
and thus aids readability and correct pronunciation.: In this chapter, basic rules
for compounding are given first and are followed by guides to forming solid compounds
and to hyphenating unit modifiers. Instructions are also given on adding prefixes
and guffixes and on putting together combining forms. Word forms are constantly
changing. The correct form for use in the Government is found in the Government
Printing Office Style Manual. A "Guide to Compounding" follows this appendix.

2. SIC .

~ 8., Omit the hyphen when words appear in regular order and the omission causes
no confusion in sound or meaning. - '

banking hours census taker fellow citizen palm oil
blood pressure day laborer living costs patent right
book value eye opener mountain laurel training ship

b. Compound two or more words to express an idea that would net be as clearly
expressed in separate words.

afterglow cupboard employee~year right-of-wvay
bookkeeping employee-hour newsprint workload

c. In a derivative of a compound, keep the solid or hyphenated form of the
original compound unless otherwise indicated for particular words.

coldbloodedness ill-advisedly praiseworthiness
footnoting outlawry railroader
3. OLID .-

a. When any, every, mo, and some are combined with body, thing, and where,
type as one word. Type as separate words some one, every one, and similar combinations
which refer to a particular person or thing. To avoid mispromunciation, type mo
one as two words at all times.

anybody anywhere nobody somebody
anyone, but - everybody no ome someone
any one thing everything nothing - something
anything everywhere nowhere

Par 1 : ) Page 1
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b. Type as one word compound persomnal pronouns,

berself myself ourselves yourself
himself oneself themselves yonzselves

.’i,,_

¢. Type as one word compass directions conazstxng of tvo poxntl. but use a
hyphen after the first point when three points are combined.

northeast north-northeast . southwest .. . . south~southwest

4. UNIT MODIFIERS.

a. Place a hyphen between words, or abbreviations and words, combined to form
8 unit modifier immediately preceding the word modified except as shown in paragraph b
following. This use of the hyphen applies particularly to combinations in vhlch
one elenent is a present or past participle.. o

a 4-percent increase Federal-State-local cooperation long-term loan
Baltimore~Washington road guided-missile program lump-sum payment
drought-stricken area large-scale project multiple~purpose
uses
English-speaking nation law—-abiding citizen U.S.-owned property

b. Where meaning is clear and readability is not aided, it is not necessary
to use a hyphen to form a temporary or made compound. Restraint should be exercised
in forming unnecessary combinations of words used in normal sequence.

Atomic energy power life insurance company social security pension
civil service examination parcel post delivery s0il conservation measures

income tax form real estate tax ~ special delivery mail
land bank load : '

C. Generally, do not use & hyphen in a two-word unit modifier the first element
of which is an adverb ending in ly; do not use hyphens in a threerword unit modifier
the first two elements of which are adverbs. -

eagerly awaited moment , but ever-normal -granary - -
heavily laden ship . ever-rising flood—~--- -
unusually well preserved speczmen .. -8till=new car

very well defined usage : still-lingering doubt
very well worth reading - - .well-known lawyer

not too distant future well-kept farm

often heard phrase

d. Proper nouns used as unit modifiers, either in their basic or derived forms,
retain their original form but the hyphen is printed when combining forms.

United States laws Red Cross nurse ’ Swedish-American descent
Latin American countries Winston-Salem regional Minneapolis-St. Paul region
office

Page 2 Par 3
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. -

e. Do not confuse a modifier with the wdtd it mdalfxet.

gallant serviceman well-trained schoolteacher American fligship
average taxpayer wooden~shoe maker o fhgtf ‘Erican—fl&g ship
but income~tax payer tomato-canning factory areren s

Wrnoanes rwe . e

f. Retain the hyphen where two or mmré'hyphen;tédfébﬁbounds have a common
basic element and this element is omitted in all but the last term.

8-, 10-, and 16-foot boards moss—- and ivj;cBVQied walls
2- by 4~inch boards but 2 to &4 inches not moss and jvy~covered walls

wide el oo
g. Do not use a hyphen in a foreign phrase used as a unit modifier.

en route student per capita tax ﬁtima facie evidence
ex officio member per diem employee :

e

h. Do not use a hyphen in a unit mod1f1er vhxch contains a letter or a number
as its second element,

article 3 proviéions grade A eggs point 4 program
ward D patients strontium 90 effects

i. Do not use a hyphen in a unit modifier within quotation marks unless the
modifier is usually a hyphenated term.

"blue sky" law | "good neighbor" policy "tie-in" sale
5. PREFIXE SUFFI COMBINI .

a. Type compounds which contain prefixes or suffixes as one word ‘without a
hyphen except as shown in paragraphs b, ¢, and d following: - Use a hyphen to avoid
doubling a vowel or tripling a consonant, except after tﬁé”ﬁreflxes eo, d&, . pre,
pro, and re. — - Cee : - e

agencywide deemphasis nationwide ? jiflemxoffxéxdlw*- e

antedate extracurricular northward , m“mhhell-lzkewuh,‘if'
anti-inflation homestead offset -~ thimble-eye- . )
biweekly Inverness-shire preexisting . twofold e i
brass-smith micro—organisms reenact ultra-atomic -
cooperation misstate semi-independent

b. Use a hyphen to avoid confusion.

anti-hog-cholera serum non-civil-service position re-treat (treat again)
co=-op , - re-sort (sort again) un-ionized

Par 4 Page 3
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c. Type with a hyphen the prefixes ex, self, and quasi.

ex-governor self-control quasi-argument
ex-serviceman self-educated quasi-corporation
ex-trader quasi-academic quasi-judicial

d. Use a hyphen to join a prefix to a capitalized word, unless usage is otherwise.

.anti-Arab but nongovernmental
pro-British overanglicize
un~American transatlantic
non-FAA

6. NUMERICAL COMPOUNDS.

a. Type a hyphen between the elements of compound numbers from twenty-one
to ninety-nine and in adjective compounds with a numerical first element.

7-hour day 3~week vacation but one hundred and twenty-one
6-footer 24-inch ruler 100-0dd
10-minute delay twenty-one foursome

b. Type a hyphen between the elements of a fractionm, but omit it between the
numerator and the denominator when the hyphen appears in either or in both.

one~thousandth twventy-one thirty—-seconds two one-thousandths
three-fourths of twventy-three thirtieths two-thirds
an inch
7. IMPROVISED COMPOUNDS.

a. Use a hyphen between the elements of an improvised compound serving as
an adjective or a nmoun.,

how—-to-be~beautiful course let-George—~do—it attitude
know-how stick-in-the-mud
know-it-all

b, When the noun form is printed in separate words, always hyphenate the cor-
responding verb form. ,

blue-pencil cold-shoulder cross-brace

Page 4 i Par 5
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8. COMPOUND WORDS“-PECULIAR TO THE FAA.

———

The space that E;iiovs is provided for any

compound words used by your facility.
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9.

the rules for compounding in Government correspondence.
from Chapter 7 of that manual.

7/12/85

. . The Goyernment Printing Office Style Manual outlines

The following is extracted
The abbreviations adv. (adverb), mn. (moun), w.
(verb), uw.m. (unit modifier), pref. (prefix), c.f. (combining form),

and comj.
(conjunction) indicate function.

Words printed flush are combined with the words

vhich follow to form solid or hyphenated compounds; a spacemark (#) indicates a
- two-word form (note that two-word forms in the adjective position use a hyphen
except as laid down in rules 6.16, 6.21, and 6.24 of the Government Printing Office

Style Manual).

foot
while (adv.)
abdomino (c.f.)
all one word
able
-bodied (u.m.)
-minded (u.m.)
about-face '
ve
<cited (u.m.)
deck
-found (u.m.)
-given (u.m.)
~ ground (u.m.)
-mentioned
(u.m.)
-named (u.m.)
«said (u.m.)
-water (u.m.)
-written (u.m.)
absentminded
ace-high (u.m.)
acid
fast
.-treat (v.)
works
ack-ack
acre
-foot
-inch

Page 6

actino (c.f)

" all’'one woi

addle :
brain
head

pate
add-on (u.m.)
adeno (c.f)
all one word
aero (c.f)
-otitis

after (c.f)

all one word
agar-agar
age

s

o

-olgg(u.m.)
-stricken (u.m.)
-weary (u.m.)

ague
-faced (w.m.)

-plagued (u.m.)

-sore (u.m.)

lill;‘g
base
bill
blast
-blasted (u.m.)
blown
brake

brush
burst

cargo
<lear (um.)

A

coach
<condition (all
- forms)
«cool (v.)
~cooled (u.m.)

course

crew

«dried (u.m.)
-driven (u.m.)
drome

drop
-gry (um., v.)

are
-floated (u.m.)
flow

foil
-formed (u.m.)
fram

e
freight

liner -
link
locked
mail
mark (v.)
marker
mass
minded
park
path

photo

ided #line (line for
- |alde-decamp,.. ) . &if) o
- . .| line (avigtiqq)

strip

#time (radio and
V)

wave

alder-leaved
- um).
ale

cu
-r?f (uw.m.)
ass
:lllfﬂi#hnd
-absorbing (u.m.)

..} -aged (um.)

-Américan
<lear (n., um.)
fired (um) .
-flotation
{mining)
-inclusive (u.m.)
mark (printing)
-out (u.m.)
~possessed (u.m.)
-round (u.m.)
spice
star (um.)
allo (cf)
all one word

almagiver

[Mlont,

shore

side
alpen

glow

alpha
~cellulose
-iron
-naphthol

|alto

cumulus

relievo

stratus

amber

«lear (u.m.)

<colored (u.m.)
-tipped (u.m.)

. ﬂnmbi (c.f)

all one word
amidships
amino
#acid Az, all
as prefix,
one word

ampere

-foot

-hour

meter

-minute

-second

tamphi (pref.)
all one word

amylo (c.f.)

all one word

also-ran (n., u.m.)

Par 9
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angel Eod meter armor attorney #at # law
c-td } , - o(gcho)len &:t:cture «<lad (u. m( ) , au;lio
-eyed (u.m. u.m. : -piercing (u.m. requen
-faced (u.m.) -icer, -imperial, tone 1 plate gram 4
food inflation, etc. |aquo (c.f.) -platad (u.m.) meter
.ntlo (cf) -missile-missile <ion arm’s-length tape
all one word (um.) rest one word (u.m.) visual
missile, are Hnmw auri (cf.)
hook personnel, <over (n., um.) head -jodide
meter ‘trust, etc. -weld (v.) <leaved (u.m.) rest one word
wing -New # Deal, etc. |arch (pref.) plate authorship
Anglo (cf) rest one word ban shaped (u.m.) |auto (c.f)
-American, etc. |antro (c.f.) bishop shot -objective
rest one word all one word duke -toothed (u.m.) <observation
snhlydr(o) (cf) anvil enemy arseno (¢.f.) <omnibus
! one word faced (u.m.) -Protestant all one word -ophthalmoscope
ankle -headed (u.m.) |archeo (cf) art-colored (u.m.) rest one word
bone any all one word arterio (c.f) awe
<deep (u.m.) how archi (pref) all one word -bound (u.m.)
jack one all one word arthro (cf) . filled (u.m.).
ant #one (one thing |archo (c.f) all one word -inspired (u m.)
eater or one ofa all one word asbestos some
hill areo (cf.) <covered (um.) ax :
ante (pref.) place (adv ) all one word vgu:ked (u.m.)
#bellum, etc. sorto (c.f.) aristo (c.f.) mdmz (u.m.)
<Christian, etc. alloneword | all one word
# mortem apo (pref.) arithmo (c.f.)
mortem all one word all one word -colored (u.m.) 4haped (. m. )
(nonliteral) |apple arm Afree (u.m.) axletree ,
rest one word cart band -gny (u.m.) axo (c.f.)
antero (c.f.) jack bone all one word
all one word Juice chair pxle azo (c.f)
anthra (cf) sauce hole pit vorn‘x:ﬁe
all one word -scented (u.m.) lift tray -orchi
anthropo (c.f.) April-fool (v.) pit assembly -orseilline
all one word aqus plate #line rest one word
anti (pref.) . culture rack # room :
-American, etc. lung rest astro (c.f)
christ marine shaped (u.m.) all one word
B
B-flat packer (n.) tender band barley
baby puddle v) tenter cutter corn
face (n.) titrate (v.) saw mow
sit (v.) payment track (v.) stand # water
back pedal (v.) trail utri:s
ache plate up (n., um.) -tailed (u.m.) barrel
band rest wall man head
bite (v.) road wash idth -roll (v.) ~
bone run backer Innd¥ <shaped (um.)
breaker saw down s bal base
cap scatter -off - Jegged (um.) ball
chain set -up , p (n., um)) ball #bat
charge shift bag ban line
<country (u.m.) slide <heeked note #line (surveying)
croes space {u.m.) side (stream) -minded (u.m.)
- date spin pipe bantamweight basi (c.f.)
down (n., um.) spread -haped#(n.m.) bar : b‘:il one ;vord
face stage bailout (n., u.m.) tender bas-relief
feed stairs bake wound (u.m.) bat
fill stamp pan bare . blind
fire o stay stove -armed (u.m.) -eyed (u.m.)
flap stitch bald back fowl
flash stop faced bone wing
flow strap head (n.) faced bath
-focus (v.) Streeter te foot mat
ﬁam‘:! stretch (n.) hlk ;unded t;‘roge
string -like
d . strip (book) park m batswing (cloth)
haul stroke {nonliteral) worn batte: e
<in (n., u.m.) swath (v.) #park (literal) bnriehden (u.m.) | battle
lash swept player bar ax
list (v.) swing point (n., u.m.) cutter dore
log tack stock peel fallen (um.)
lotter talk ballot # box -tanned (um.) front
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ground
-acarred (u.m.)
ship
wagon
baybolt
beach
comber
head

wagon
bead
flush

cover
<fallen (u.m.)
fast

fellow
frame

" -sater
hive

Page 8

-bottomed (u.m.)
crank

<rowned (u.m.)
1 g

h
moo':xthed

weiher

belly

-hardened (u.m.)
mad: (um.)

mar]
(nonliteral)
#mark

mtmwoni

wed ((u m) 2

u.m

;yead (

horn (

:}:omed (u. m )

eaguer

mouthed

name (top rank)
(n., um.)

bilt
back

beetle
broker

hook
poster

billet
doux

billi te
illingsga
bio (cf)

-aeration

rest one word

Il:irchbnrk

Fbi:t.:‘ﬁiuhaped
(u.m.)
bismuto (¢f)

all one word

]bitltock
bitter

-ender
head

sweet
<tongued (u.m.)

.) {black

ball (nonliteral)
<bordered (u.m.)

damp
-eyed (u.m.)

-loaded (u.m.)
#man

ehitch

story
blink-eyed (um.)
blithe-looking
(um.)
blitz

buggy
block ™
buster

head
hole (v.)
shi

-alcohol (u.m.)
bath
beat

curdling
-drenched (u.m.)
-mvmg (u.m.)

m(um)

lettmg
mobile
-red (u.m.)
ripe

shed
shot
spiller

* [vob
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......

bonnet
bottle

. coat (n,)
-eyed (u.m.)

grass
" gray (u.m.)

-green(um)
<hot (u.m.)
jack

facket
nose

-pencil (v.)
POmt (oyster)

ltoekmg

(nonlxteral)
to n.)

blunder ’
buss
head
iblunt

i iy

en (u.m.
lb:arpo

ltaﬂ'

_ |board

mk

Ibout
builder
crew
hook
head
loader

setter
side

wright - -

out (n., u.m.)
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boiler
-off

-out
plate

works
boiling # house
bold ©

face (printing)
-apirited (u.m.)
bolt

cutter
ead

-stitching (u.m.)
<+aught (u.m.)

wright
boom

<nded (um.)

town

bo:mdc . li

n

boon. 088_"!8
black
hose

{:gl:

box

(um)
-fol ed (u.m.)
-ma.kmg(um)

-fad (u.m.)
neck

-nosed (u.m.)
bottom # land
boughpot
bow

back
bent

foad

knot
legied (um.)

lhot

sprit

stave

string

wow

car

a::ld (printing)

prin

truck
boxer

off

-up
brachio (cf.)

all one word
brachy (c.f.)

all one word
brain

cap

«<racked (um.)

pan
sick
-spun (u.m.)

rm
<tired (u.m.)
wash
brake
drum
head
meter
shoe
brandnew (u.m.)
brandy
<burnt (u.m.)
wine

rass
-armed (u.m.)
-bold (u.m.)
-smith
works

brave
-looking (u.m.)

b-mmd (u.m.)
-?med (um.)

ace
bread
basket

plate
seller
stuff

winner
away (n., um.)

back (n., um.)
bone (fever)
down (n., u.m.)
-even (u.m.)
fast

fast # room
front
-in (n., u.m.)
neck

off (n., um.)
out(n um.)

through (n.,
u.m.)
up (g.. um.)

win
breaker
down
off
-up
breast
ban
beam
bone
«deep (u.m.)

-fed (u.m.)
-lngh (um.)

-built (u.m.)
~colored (u.m.)
kiln

layer
liner
mason
-red (u.m.)
setter

brid
bu{leder
head
pot
tree
briefcase
bright
-eolorod (u.m.)
(u.m.)
brl liant
<cut (u. :n ) N
-green (u.m.
brine-soaked
(um.)

briade

- cone (u.m.)

-pointed (u.m.)
broad
acre

ax
band (radio) (n.,
u.m.)
-beamed (u.m.)
brim .

cast

cloth

head

leaf (n.)
<Jeaved (u.m.)
loom

minded
--mouthed (u.m.)

share (n., v.)

sheet (n.)

sid

e
sword
wife
woven

broken

-legged (u.m.)
-mouthed (u.m.)
bromo (c.f.)
all one word
bronchio (c.f.)
all one word
broncho (c.f.)
all one word
broncobuster
bronze
«lad (um.)
<overed (u.m.)
-red (um.)

room
-Jeaved (u.m.)
-making (um.)
stick

brother

Tood
-in-law

brow
beat
point
post

1360.16
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-eyed (um.)
out (n., um.)

wagon

wash
bucket-shaped
(u.m.)
bufr

tipped (u.m.)

-yellow (u.m.)
bug

bite
(u.m.)
buildup (n., u.m.)
buiit

-in (u.m.)

-up (u.m.)
bulb-tee (u.m.)
bulbo (c.f.)

‘:llgl one word

-pile (v.)
weigh (v.)
o
iting
dog
doze
-faced (u.m.)
head
-mouthed
(u.m.)

bull’'s
e
-ey(nonlitzn])
bumble
bee
foot

kite
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bung
hole
stait

up (n., um.)
r (u.m.)

" stand -

:&?-ﬁ‘d (wm.)

caco (cf)
all one word

:ie’ #bird
e
baker
bread
-eater
mixer
-mixing (u.m.)

calk-weld (v.)
call

back (n., u.m.)

down (n., um.)

-<in (n., u.m.)
note

-off (n;, w.m.)
out (n )
-cver(n um.)
up (n.,, u.m.)

camel
back (rubber)
acked u.)

ver
-faced (um.)
camel's-hair (u.m.)
camp
fire
ground
stool
can
capper
not
canalside
candle
bomb
foot
<hour
lighter
lit

-meter
-shaped (u.m.)
stand

stick
wick

Page 10

" -headed (u.m.)

whacker

bustup (n., u.m.)

undylt:ck
eane

.ga-ézz_%!sig Ty

8,
.sb

away (n.,, um.)
‘back (n., um.)
j (u.m.)
(n., n.m)

-headed (n.m.)

eenti (c.f)
all on2
centimeter-gram-
second

7/12/85

A centri (c.f)

‘all one word
centro (c.f)
all one word
cephalo (cf.)
all one word
cerato (c.f)
all one word
cerebro (c.f)
-ocular

rest one word
cervico (c.f.)




7/12/85

igﬁ‘é%gfgéﬁ%%“g%g%ggga

pIe

te
chemico (c.f)
all one word
chemo (cf)
all one word

<colored (u.m.)
stone

(nonliteral)
#stone (literal)

bar
-footed (u.m.)
hammer

hatchet
ailed (u.m.)
clay

cut (u.m.)

bank
<colored (u.m.)

<onnected (u.m.)

down (n.)
Hertilize (v.)

-knit

mn{n"um%)
n., u.m.
up

<circuit (um.)

#sho

cloth-backed
(u.m.)

1360.16
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-d (tool)
b::li‘(n u.m)

-out (n.)
Quter
uppance
comic # book
commander #in
# chief
common

place

#sense (n.)
sense (u.m.)
weal

wealth
companionship

u.m.
”‘k

s er
conference # room
Conz;eumnn #at

contra (pref.)

-acting
-approach
-ion

nl:t one word

off (n., u.m.)
out (n., um.)
shack

stove
cooped

<in (u.m.)

<up (u.m.)

cop
#out (v.)
out (n.)

eo_go per
: ttomed (u.m.)
T;olond {u.m.)

-headed (u.m.)
nose
plate
-plated (u.m.)
works .
copy. ..
cat
cutter
desk
ey
0
reader
right

coral
<beaded (u.m.)
-red (u.m.)

sutter
d‘!l’
-fed (u.m.)

Page 12

propaganda,
ete.
as combining
one
country
-born (u.m.)
-bred (u.m.)
folk
people
side

court

erack

down (n., u.m.)

jaw .

pot

-the-whip (n.,

u.m.)

up (n., um.)
cns' le

side

song
eranio (c.f.)
all one word
crank

case
«driven (u.m.)
Bit

shaft
[crapehanger
cmpl:divo (v.)
crawlup (n., u.m.)
crazy

cat

cream

cake

<olored (u.m.)
creditworthiness
creek

bed
side

“hote

<ye (n.,, um.)
Q;:d(um)

faod

fertile (u.m.)
fertilize (v.)
fiber (u.m.)

-xnterrognte (v.)
-mterrogltory
-<invite (v.)

legs

-level (v.)
-license (v.)
lift (v.)
lock

lots

mark
member

utc&l

plow (v. )
-pollinate (v.)
-purpose (n.)

-question
rail
-reaction
-refer (v.)
-reference
road
TOW -
service
shaft
slide
-staff

aterile
stitch

‘#tone

stratification
sue (v.() )
surge (v.
talk

7/12/85

tree
under (n., u.m.)

predguand

crow's
foot (nonliteral)
-nest (nonliteral)
crownbar

(cf)
nltun,‘tc.
hest one word

<lear (um.)
girded (u.m.)
<mooth (u.m.)
cubbyhole _
cumulo (c.f.)
all one word.

-tailored (u.m.)

cut

away (n., u.m.)
(n., um.)

8

«n (n., u.m.)
off (n., um.)
out (n., um.)
rate (um.)
throat

<toothed (u.m.)
-under (u.m.)
-up (n., u.m.)

eutter
<built (um.)




7/12/85

-made (u.m.) -

-stajned (um.)

damping-off (n.,
um.)

#line
danger
dare
-<ll @, um)
“!
eyed (u.m.)
(nonhtanl)
(u.m.)

daughter-in-law
dawn
y (um.)

“L.m

i ht (um.)
*.i."in

dream
fly (avistion) (v.)
flying (u.m.)

-heavy (um.)
latch
#load
melt
pan
- pay
-roast (v.)
weight (n., u.m.)
deaf

-muteness
death

bed
blow

day

«divided (u.m.)

-doom (v.)
#house

struck (u.m.)

trap

watch ) N

-weary (u.m.
deckhand.
dee;

ected (u.m.)

<ut (um.)
felt (um.)
freeze (u.m., v.)
Arying (um.)

(um.))
-laid (u.m.)
most
mouthed
-rooted (u.m.)
scated (u.m.)
set (um.)
<sunk (um.)

| -voiced (u.m.)

dehydr(o) (cf.)

d n { ?M f.)
em A
Christian,

desert-bred (u.m.)
desk # room

‘| desse

rtapoon .
deutero (c.f)
all one
devil

(a marine)
dngn-ed(nm)
-ridden (u.m.)
dew

beam

cap
<lad (um.)
claw

damp
- «drenched (u.m.)

-away (u.m.)
back

case .
<ast (um., v.)
caster
<ut (um., v.)
cutter
hard (n., um.)
head

* pr::i)' (philately)

setter
linker( ,

uare (u.m.
-q

diesel

«driven (um.)
<electric (u.m.)
dillydally

dim
lighted (u.m.)
lit

out (n., u.m.)

diner-out

di
bat
.dong

dining # room
dinitro (c.f)

#spray
‘imt one word

-minded (u.m.)

#work

')

shaped (um.)
di uhp.d

bank
nfer
d_lide oh
i
div b (v.)

-all (n., um.)

-nothing

um.)

dock

hand
head
side
bite
itten (u.m.)
breeder
cart

catcher
drawn (um.)

<ared (um.)

face (soldier)
faced (um.)
fall

t
o
<headed (u.m.)
hole

(n.,

-little (n., um.)

1360.16
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(n.,v.)
checked (u.m.,

v.)
<hinned (u.m.)
cross
(nonliteral)
deal (v.)
decker
distilled (u.m.)
<duty (um.)
dye (v.)

(um.)
<nder
<ntendre
_handed
<headed (um.)

header

-jointed

eaded 4 ((n.m).)

<quick (u.m.

talk

tone (printing)

tree

<trouble

-up (u.m,, v.)
#work

“ﬂ{h

<colored (um.)
face
faced (u.m.)
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bber
* »

kin
lit
mover

uake
ing (u.m.)
slide
<stained (um.)
wall ]

<central (u.m.)

go

-Nno

sider

southeast
Eastertide

easy
m n.)

-rising (u.m.)

world .
dressup (n., u.m.)
dressing # room

drift
#boat

bolt

meter
-mining (u.m.)

eavesdrop

-up (n., um.)
urnt (u.m.)

clean

~cure (v.)

dock

dye (v.)
farm (v.)
farming

um.)

ol

- k ( )
u.m., V.
:::ud (um.)
-salt (v.)
wash
duck

bill
<billed (u.m.)
blind

shell
-white (u.m.)

t
e led (u.m.)
fols

penny (nail)
-ply (u.m.)
score
-wheeler

rest one
embryo (c.f.)

all one word
empty

h?:nded

-looking

(um.)

7/12/85

foot (tool)
-footed (u.m.)

covered (um.)
fall

mz (u.m.)
n (u.m.)
pan

storm
duty-free (u.m.)
dwelling # house
dye
mixer
stuff
works

dys (pref.)
’olfoueword

en
#banc
#gros .
#route
encerhdo (c.f)
all one word

end
-all (n., um.)
bell
brain
te
P

-match (v.)
matcher
-measure (v.)

most
-shrink (v.)
wa
emlel)-n

-up
endo (cf)

all one word
engine
#shop




7713785

sized (u.m.)
work

#worker’
#yard
entero (c.f)
all one word
entry# book
envelope
#holder
#maker
epi )
all one word
equi (c.f) lar
-gram-mo
rest one word
ere
long
now
erythro (c.f)

all one word

even
£
ded
minded
-numbered (u.m.)

-:::‘pend (um.)

-harden (v.)
-hardened (u.m.)
lifting

mark
on (n., um.)
late

up (n., um.)
act

sheet
fade
away (n., um.)
(n., um.)
out (n., u.m.)
il-safe
faint

heart
voiced (u.m.)
fair

away (n., u.m.)
back (n., u.m.)
-in (n., u.m.)
out (n., um.)
-plow (v.)

tide
ever
-abiding (w.m.)

blooming
-constant (u.m.)
fertile (u.m.)
glade

going

e

more

-normal (u.m.)
-present (u.m.)
-ready (u.a:;:ﬂ )
sporting (biol.
which

ev
3‘5 (n., u.m.)

#day (each day)
how

ehaped (um)
- um.) -
-tailed (u.m.)
fancy
-free (um.)
-Joose (u.m.)
-woven (u.m.)
. <wrought (u.m.)

ar
-aloft (um.)
away (n., um.)
-borne (u.m.)
-distant (u.m.)
-eastern (um.)
-famed (um.)
fetched

flung (u.m.)

gone
<off (um.)
-reaching (um.)
seeing
-seen (Uum.)
eet (um.)
sight

farm

<bred (um.)
hand

hold

#libris .

# officio

# post # facto

#rights
trader - -

extra

-American - ZI'.: .

‘bold . .

-Britannic

<ondensed
(u.m.)

cu
fine (um.)
F

people

place

stead
fashion

-led (u.m.)
# piece (naut.)

setting (u.m.)
fast

-anchored (.m.)
back

<dyed (u.m.)
foid
-moving (u.m.)

-read (v.)
. ing (um.)

back
-<bellied (u.m.)
-free (u.m.)

soluble (u.m.)
father
<confessor
-in-law
fault
finder
slip
faux # pas
fear

-pursued (u.m.)

-thaken (um.)
feather

bed (v.)

bone

poiy

“footed (u.m.)

head

<leaved (u.m.)

stitch

il
-stitched (u.m.)
-stitching

blink
-blurred (u.m.)
bolt

brow

<conscious (u.m.)
- cup

flap

glance

foie
lash

lens

: )
oy

ing (moth)
fed‘r\ll?;‘(n.m.)
feeble .

-bodied (u.m.)
minded
feed
back (n., um.)
bag

bin
crusher
cutter
head
lot
mixer
pipe
rack
stuff
feeder
<in
-up
fellow
craft
ship
rest two words
felt
cutter
-lined (u.m.)

ker
fetl:l:.cnk

fencepost
fern
<lad (um.)
leaf
<Jeaved (u.m.)
ferro (c.f.)
<arbon-titanium
-uranium

rest one word
fever :

less
<stricken (u.m.)

trap
-warm (u.m.)

r
-faced (u.m.)

(ﬁ

1360.16
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E

mark
-minded (u.m.)

g

-s;gfsgg-;z

3
g
g

-eyed (um.)
-looking (u.m.)

flery
flaming (u.m.)
-hot (u.m.)

-red (um.)
~tempered (u.m.)

eater

leaf

shell
en

d

-of-eight (u.m.)
:Iwork (printing)

e

card

-hard (u.m.)

setter

-soft (u.m.)
fill

-in (n., um.)
out (n., um.)

-up (n., um.)
Page 15
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filler
cap
-in
-out
-up

film
cutter
¢oer

lhde

-ctruck {(u.m.)
fin
back
' ﬁdhaped (u.m.)

ne
<ut (um., v.)
draw (v.)
«drawn (u.m.)
-featured (u.m.)
-Jooking (u.m.)
n-cet (u.m.)
nger
breadth
<ut d(u.m.)

-burnt (um.)
<lad (um.)

out (n )

thrower
flannelmouth
fla,

doodle

<ared (um.) lamp
jack mat
ek (0., um) | - b
: n., U.m. space
..__“wt(n um.) | ~stain-
: vifowalker
. B‘Im(asf,m 1---waxing (u.m.)
. }-~batkfn; um.) | . .beg . .
bulb. .1 bin .
iz g
) p chart
point off (n., u.m.)
fipt - - sheet
= through
(bookbinding) | flower
-(printing) bed
-bottomed (um.) | bud
. CAr . d o) #'crowmd (u.m.)
~compound (v.
. fold . ﬁung (u.m.)
foot (n.) pot
hat -scented (u.m.)
head shop
iron flue-cure (v.)
nose fluid
out (n., um.) <ompressed
-rolled (u.m.) (um.)
sawn extract (pharm.)
tobped (wm) | giveceate
P u.m. ycera
woods fluo (c.f)
flax all one word
fluoro (c.f)
<leaved (u.m.) all one word
-polled (um.) flush
seed <ut (u.m.)
wife -decked (u.m.)
flea
bite te
-bitten (u.m.) fluvio (c.f)
fleet all one word
foot fly - ..
. _-footed (u.m.) :::ky» R
flesh . ball ... ..
Im‘nh‘ = dbitten (u.m.)
@m) blow-- ----~
-p]nk u.m. r,::-bh'n.
pot .. . Dy-night (n.,
ﬂeurde-ln ~am.)
flight - catcher
crew - - T eater
<hour fish (v.)
path fisher
test (v.) *-&bem rman
i flap )
P free (um.)
-ﬂo;: , leaf
-up (n., u.m paper
lbeei
cock spec
flow <specked (u.m.)
te tier
lighting weight
mark wheel
S (e
w,
" {floor #boat
beam # fish
cloth foam
head bow

7/12/85

«<rested (u.m.)
<white (um.)
“E e

bow

dog

eater
-hidden (u.m.)
horn

-ridden (u.m.)
fold .

" (n., um.
up (n., um.

ik

free (um.)
lore

fo

follow
<on
t.hrough (n.,

up (n u m.)
follower-up
food

nck

foolhndy

foolscap

foot

-and-mouth
{(um.)

band
bath
blower
brake -
breadth
bri
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“weary (u.m.)

worn
for (pref.)

all one word
fore

-age
-and-aft (n.,
u.m.)

-and-after (n.)

-en

-exercise

rest one word
forest

«clad (u.m.)
<covered (u.m.)
#land

side
fork
head
lift
~pro
-tail
form
'#ﬁmk (printing)
WOr',
{ rth

(u.m.)
(um.)

e ht.
with
fortuneteller
forty-niner
fou
#line

G 3
-major
-man

rp
gabfest

gad
about (n,um)
gaﬂ!'topsail
'?c‘heck (v.)
root L
augepin
e
-:laliring ( )
u.m.
galact(o) (c.f)
all one word
gallbladder
galley
# proof (printing)
-west (u.m.)
galvano (c.f)

all one word
game

cock
| 4
v
plank

::mebbrown

(um)
gas
bag
bomb
-driven (u.m.)
fired (u.m.)

-lookmg (u.m.)
mouthed
-spoken (u.m.)
-tongued (u.m.)
up (n., um.)
foundry # proof
(printing)
fountainh
four

T

1 (u.m.)

?‘yed (u.m.)
usher

fold
-footed (u.m.)
h‘n)d (n oy

-ine-
mutcd (um.)

penny (mnl)
-pl y (u.m.)

wheeler

fox
-{:cod (u.m.)

fracto (c.f.)
all one word

firing

fitter
-heated (u.m.)
-laden (u.m.)
lamp

lighted

line (auto)
#line (people

?eue)

lock .

meter
ity
gastro (c.f.
<omental

rest one word
te

g
leg (um.)
pin

post

tender

works

g8y

cat

-golored (u.m.)

#
-l:ogk.ing (u.m.)
gear

-opented (u.m.)

thxft

wheel

gelatin

~coated (u.m.)
-making (u.m.)
gelatino (c.f)
bromide

chloride

‘mframeup (n, um.) | -painted (u.m.)
booter belly
| Sem
P u.m.
Horall (0., um.) | face
md (c'{“ — ) th
nwmg nose
pond
hold tongue
lance (medicine)
loader front
-minded -end (um.)
masonry e (u.m.)
-spoken (u.m.) runner
standing (u.m.) stall ‘
thinker -wheel (u.m.)
trader fronto (c.f)
wheel (u. m., v.) | -occipital
wheeler (n. ) -orbital
#will (n.) rest one word
will (u.m.) frost
freeze bite
down (n, um.) | bow
out (n., u.m.) free (um.)
t::.ﬁx.. u.m.) -hhatdy (uim.) )
. -hea u.m
-kill:;n(fx.m.)
-mile lamp
#room fruit
french-minded cake
f lf‘n.m.) #fly
res growing
-looking (u.m.) |#shop
G
gem away (n., u.m.)
cutter . glacio (c.f)
-set (u.m.) all one word
#stone - glad
genito (c.f) <cheered (u.m.)
all one word -sad
gentle glass
folk blower
-looking (u.m.) cutter
-mannered (u.m.)| -eater
mouthed -eyed (u.m.)
-spoken (um.) {u.m.)
geo (c.f)) works
all one word glauco (c.f)
germ-free (u.m.) all one word
gerrymander glidepath
get globetrotter
-at-able glosso (c.f)
away (n., u.m.) all one word
off (n., um.) glow
<together (n., lamp
um.) meter
up (n., u.m.) gluc(o) (c.f)
all one word
-haunted (um.) [glue
write (v.) pot
ddy stock
brain glycero (c.f)
all one word
raeed(um) glyco(cf) L
t-edge(um) alloncword. :
gn-run (um.) ~ -chead ( N
nger n., u. m.
bread (. .
~colored (u.m.) u.m.)
snap -as-you-please
spice u.m.
ve back (n., um.)
-nnd—tal):e (n., -between (n.)
u.m.

by (n)

1360.16
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back
-belliad (um.)
-bound (um.)

~fuhxoned (u.m.)
flowering (u.m.)
mwn (u.m.)
ded (u.m.)
-headed (u.m.)
lined (u.m.)
#load
mouth
strength (um.)
~time {um)
fund

funlover
funnel

orm
dmped (um.)
clad (u.m.)
-lmed (u.m.)
(u.m.)
fuseplug

cart
«devil (n.)
getter

ting (n., u.m.)
-gft(n um.)
goulpost

goat

-bearded (u.m.)
«drunk (u.m.)
-eyed (u.m.)

t's

® Bair

<horn
God

<conscious (u.m.)

fearing (u.m.)
-forsaken (u.m.)

ven (u.m.)
Teud

-man
-ordained (u.m.)
-sent (u.m.)
-sped (um.)

<taught (um.)

Saugh
ughter

father

- hood
less
mother
parent
send
ship
son-
sonship

goggle-eyed (um.)
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goings-on

gold

beater
brick (swindle)
#bnck (of rul

1d)
-bnght (um.)
-brown (um.)

od(um)
mlud(um)
leaf

-plated (u.m.)
-plntmg (um.)

wrought (u.m.)

red (u.m.)
-ﬁfﬁoﬂ (u.m.)
mouthed

good
bye
. -fellm)u
-for-nothmg (n.,
um.)
-looker

mﬁn’l

<true (um.)
verane
vernment (US.

governmentwide
(State, city, etc.)

-all (n., um.)
hook

e
finder
mark

n
<ut (u.m.)
en (u.m.,

-negative (u.m.)
-positive (u.m.)

-iuvad {(u.m.)
seed
ltalk

il
grapho (¢
l one word

-clad (u.m.)

stroke (printing)
i e Frintine

-and-half (n;,
w.m.)
-afraid
" -alive

-angry
back (football)
-backed (u.m.)
-baked (u.m.)
" blood (n.)
-sound (u.m.)
<bred (um.)
breed :

. caste
Clear
cock (v.)

cocked
(nonliteral)
-dark

deck .
«decked (u.m.)
«decker
-feed (v.)
-hourly (u.m.)
-life

#load
-loaded (u.m.)

(nonliteral)
# roots (literal)
widow

grave
clothes

o
e

stead
gravel-blind (um.)

gray
back (n., um.)
beard (n.)
<lad (um.)
coat (n.)
eyed (um.)
-haired (u.m.)
head

-headed (um.)
out (n., um.)
great )

-aunt

coat

-eared (um.)

dchild, etc.

~headed (u.m.)

heart

mouthed
green’

back (n., u.m.)

belt

(community)
<lad (um.)

orn

sleaved (u.m.)

-mast

-miler
<monthly (um.)
-on (n., u.m.)
pace

penny

.nm

sh
fg(v)
staff -

stitch
-:ltrength (u.m.)

tone (printing)
track

plot

<luicer
- speed

wave
#water
group-connect (v.)
grownup (n., u.m.)
gru

guard

plate

rail
guestchamber
iguide;

<hard (um.)
-harden (v.)
-hardened (u.m.)
head

lock

toe

-weld (v}l‘.)( )
-wrought (u.m.
thand

bank (v.)
barrow

bill
-bound (um.)

bra.ke

<built (u.m.)
car

<arry (v.)
<arve (v.)

c
<lean (v.)
crank

7/12/85

mix (v.)
mold (v.)

mower
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off (n., u.m.)
out (n., u.m.)
pick (v.)

print

saw
* scrape (v.)
set
tade
spike
splice
split
spring
m‘r w.)
stan

stitch
stroke

stuff

tailored (u.m.)
tap

tool

-tooled (u.m.)
-tooling (u.m.)
truck

weave
wheel
worked
woven
write (v.)
written
wrought .
handie-talkie
handlebar
Itl;‘
e}

net
out (n., um.)
up (n.)
hl'ler
--back
_“on -

ml‘lPPY-SO-lucky

hara-ki
‘harborside
-hard

_-"‘ndofm (um.)
- -<baked (u.m.)

" Ditten (u.m)
. ~boiled (u.m.)
—-COT®
_. fist (n.)

hat (n.)
-hxt {u.m.)

mou
m

M (u.m.)

st (um.)

<looking (u.m.)- "

.mn-kix;lgt (u.m.)
hare

d
hatchet-faced
(u.m.)

u .
about (n., um.)
away (n., u.m.)

k (n.)
have-not (n., um.)
haversack
hawk

bill

illed (u.m.)
-nosed (u.m.)
hawse

hole
pipe

hay

band
cap
cart
cock
fork
lift
loft
market

Ifs
T

mold

3

.m.)

)
€

oo
s

§§§§-§§§§§§ égi%g°ggg-§§§g

helio (c.f.)

all one word
hell

bender

bent

born

bred

cat

«dark (u.m.)

o

fire

hole

hound

-red (u.m.)

ship
helpmeet
lnlter-nkelur
hemstitch
hema (c.f)

all one word
hemato (c.f)

one
' “*ﬂ;} (pref.)

all one
hemo (c.f)

1360.16
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rringbone
hetero (cf.) -
-ousis, etc.
mtoncm
hexa (c.f)
all one word
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brain

histo (c.f)
all one word
hit
-and-miss (u.m.)
-and-run (u.m.)
-or-miss (u.m.)
hitchhiker
hoarfrost

hoary-haired
r&'l.m.)

hob

goblin

nail

nob
hobbyhorse
hocus-pocus

hodxepodse

back

-backed (u.m.)

-faced (u.m.)

fat

frame

hide

nose (machine)

-nosed (u.m.)

pen

sty

tie (v.)

wash
hog e back (geol.)

og’s- .
hogshead
hoistaway (n.)
hold

all (n., u.m.)
back (n., um.)
<clear (n., um.)
down (n.,, um.)
fast (n., u.m.)
off (n., um.)
out (n., u.m.)

1
-bar
-beam
-iron
-rail

berg

blind

#blindness
blink
‘block
bone
breaker

cap
-<clad (u.m.)

Page 20

hc b - I3 )
(bookbinding
-backed (u.m.)
eyed (um.)
faced

d (u.m.)
holo (c.f.)
all one word

freeze (u.m., v.)
front
furnishings (n.)

fander

life

made

plate

seeker

sick

spun

stead

stretch

town

woven

homeo (c.f)

all one word

homo

#legalis

#sapiens

homo (c.f)

-ousia, etc.

rest one word

honey. ..

. «colored (u.m.)
comb :

" dew

-printed (u.m.)
hook

nose
-nooed (u.m.)
i(n , um.)

-on
<out

over
hoopetick
oopstick -
hop

abont (n., um.)
off (n., um.)
scotch

toad
hopper
burn

r
horehound
hormono (c.f.)
all one word
m
bifl
blende
bl

ower
-eyed (u.m.)

pipe

ichthyo (c.f)

all one

ideo (c.f)

-unit

lrut one word
e

headed

-looking (u.m.)

-mi! (u.m.)

ileo (c.f)

all one word

ilio (c.f)

mcll one word

power-hour
power-year

#sense (n.)

hud (n.)
-mix (um.)
pack
patch
plate
~press (v.)
md (nonliteral)
-rol] (v.)
-rolled (u.m.)

-work (v).
houndshark
hourglass
house

b .

broken
builder
cleaner

<leaning (u.m.)

coat

dress
father
fumuhmg(a) (n.)

Foia.

husband
mother
parent

pest

-raising (u.m.)
idden

top

fated (u.m.)
-humored (u.m.)
<Jooking (u.m.)
treat (v.) -
-use (v.)
-wisher
‘-wuhmg (u.m.)
n

-and-in (u.m.)

-advised (um.)

-and-out (u.m.)

7/12/85

-looking (u.m.)
mouthed

-spirited (u.m.)
humdrum
humero (c.f.)

-olecranal

rest one word
hump

bac|

k
shouldered
N (u.m) ot
umpty-dumpty
hunc k
hundred
fold
-legged (u.m.)
-percénter
-pounder
weight
hung-up (u.m.)

-lmd (um.)

-worn (u.m.)
hurly-burly
hush

-hush

up (n., um.)
hydro (c.f.)

electric, plant,

power, etc.

#station

rest one word
hym (c.f.)

all one

hystero (c.f.)
rhorectomy
mnzooopho

mtoneword

-and-outer
-being (u.m.)
light (um.)
-house

-law (n.)

depth (u.m.)
hospital (um.)
migration (u.m.)
service (u.m.),

etc.
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inch

e

<long (u.m
meal

-pound
2 e
index

ind

igo

-blue (u.m.)

<armine (u.m.)
Indo (c.f.)

chinese
infea carety *
nfrs (pre

-anal

-auricular
-axillary

J-bolt
jack
ase
hammer
- head
«<in-the-box
knife
-of-all-trades

-o’-lantern
-plane (v.)

pot
rabbit
screw
shaft
snipe
stay

straw
tar

K
-ration
-term

.keel

block

fat

haul

-hymg (um.)
#line
keepsake
kerato (c.f)

all one
kettle

drum
stitch
key

bolt
hole
lock
note
punch
rng
seat

<block
-shaped
-square
lubio (c.f)
all one word
laborsaving

inguino gc £ 1.

cll one

~blgck (um)
:&xer
-spotted (u.m)
well

inner
<ity (u.m.)

foot

-locked (u m.)
j.t‘vmi:er

y

hawk

walk

Jell
bean
roll

je-ll-’r\{ild v.)
builder

stop
word
kick
about (n., um.)
back (n., um.)

.;lp (n., um)-- .

kiln
dry (um., v.)

hole
rib
stick

tree
kilo (pref.)
gram-meter
voltampere
watthour
rest one
kindheart

-American (u.m.)
<born (u.m.)

3
built (u.m.)

t
Je black (u.m.)
er..

ﬂ. ¥ -
-ggwered (u.m.)

prop
-propelied-(u.m.)’
stream
wash

jewel

-bright (u.m.)
«udded (u.m.)

»>
i:l:'hea(l

-o-jib

iron
back
braced (u.m.)
clad
fisted
free (um.)
hard ..
-hned m m.)
red (u m.)
nhot (mineral)
(u.m.)
#shot (golf)
side

works

iig

~a-ji
bac]
«drill (v.)

off (0, um)

-on (n., um)
" out (n;, um.)

up (n, um.)

shore
side

lameduck
(nonliteral)
(n., um.)
lamp
black
<blown (u.m.)
-foot

1360.16
Appendix 6

ironer-up
island

ivory
-tinted (u.m.)
(photog.)
-white (u.m.)

ivy
<lad (um.)
<covered (um.)

jungle

ungle

<clad (u.m.)
-cosveeud (um.)

fixing (u.m.)
-rigged (u.m.)
juxta (c.f)
-ampullar
-articular
rest one word

knocker
off
-up

knot
hole
horn’

know
-all (n., u.m.)
-how (n., u.m.)
-it-all (n., um.)
-little (n., u.m.)
-nothing (n.,
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land law most Ly
#base -abiding (u.m.) <sided (u.m. ) ) -1
-based (u.m.) breaker (poht.xciﬂ“‘ ped (u.m. ) ~ | roll
#bird fettered (u.m.) -whnc (um) 71 sheet .
fall giver d “Jlime .| 1oggerhead
fast suit puller juice 7. |logo (e f)
fill lawnmower rope (v.) mbh ' 1" all one word
flood lay lend-lease lighter - long
form away (n., um.) {lepto (c.f.) pit ] -awaited (u.m.)
back (n., u.m.) allone word . -| quat s 1 beard (n.)
-grnn} (u.m.) by (n.) t " wash 71T bearded (u.m.)
olding down (n., um.) down (n., u.m.) |linch 71 T -billed (u.m.)
lad. -minded (u.m.) off (n., um.) bolt .. bow
locked off (n., um.) up (n., u.m.) pin cloth
look on (n., um.) tter line " distance (u.m.)
lord out (n.,, um.) drop <bred (um.) drawn (um.)
lubber up (n,, um.) gnm <breed (v.) o felt
mark layer ead -] casting hair (n.)
mass -on -perfect (um.) " | crew "I *haired (u.m.)
mine <out press .cut (printing)- | hand (nonlit.)
-poor (u.m.) -over space finder -handed (um.)
right -up leuc(o) (c.f.) .up (n, um.) -handled (u.m.)
scape lazy allone word | walker head (n.)
sick bones liberal-minded - Ilnk» horn (cattle)
side boots (u.m.) |- up(n.,um.) <horned (u.m.)
slide legs lieutenant y #up ) leaf
slip . Ie:ld ha #co}one} ‘ m-bold( , -Jeaved gu.m.;
spou pha - ~colonelcy u.m. -legged (u.m.
storm -burn (v.) $#governor ‘headed (u.m.) legs (n.)
wash -filled (u.m.) -governorship -maned (u.m.) -lived (u.m.)
wire gray (um.) life lip mouthed
-n (n., u.m.) belt -necked (u.m.)
lantern-jawed line blood service nose (n.)
(u.m.) #line (medical, drop stick -nosed (u.m.)
naut. only) float listener-in -past (u.m.)
be 1t ot‘l‘t ((1;, u.m. ) giver litho (c.f) pll:y (ru;otdl))
o out (n., um. g:nd -offset playing (u.m
:éé;k :s( ) hold Inantoneumni run (u.m.)
-eyed (um. cduw e spun
weld (v.) pated ng ° -known (u.m.) m.ndmg (u.m.)
-welded (u.m.) -souled (um.) raft neck (clam) stitch
-welding (u.m.) |leader#line ring -used (u.m.) wave (radio)
large leaf saver live ways
-eyed bud -size (u.m.) #loed wool (sheep)
handed(um) «<lad (u.m.) «sized (um.) ] look
-minded (u.m.) -eating (u.m.) span stoc down (n., um.)
mouthed red (um.) spring #w-ire «in (n., u.m.)
-scale (um.) -:‘h:lrd (u.m.) stream out (n., u.m.)
lark me (nonlxterll) throuzh (n.,
~<colored (um.) |lean i liver h‘“' “um.)
laryngo (c£) ooking (am) | weary(wm) | Selored tam oo ™"
ngo (c.f. <Joo) u.m. weary (u.m <colored (u.m.) loo;
all one -0 (n., um.) lift-off (n., u.m.) wurst hole
Iast leapfrog ight living # room o ltxtch
<born (u.m.) lease -armed (u.m.) loadmeter Jmle .
<cited (u.m.) back (n., um.) «lad (u.m.) loanword leaf (u.m.)
«ditcher hold <colored (um.) {lob . mouthed
-named (um.) |leather «drab (u.m.) ﬁi -tongued (u.m.)
h back -duﬁ {u.m.) lolly
bolt -backed (u.m.) (printing) {lobster-tailed «red (um.)
key -bound (u.m.) -foo (um.) {(u.m.) sided
string " -brown (u.m.) handed ek loud
late <covered (u.m.) house # keeping | fast mouthed
<born (u.m.) head (nautical) hole speaker (radio)
comer neck # housekeeping jaw -voiced (u.m.)
-lamented (um.) | side (domestic) nut love
-maturing (u.m.) |{leavetaking mouthed out (n., u.m.) born
latero (c.f.) lee-bow (v.) -producing (um.){ pin "1 -inspired (u.m.)
all one leech ship ring lorn
lath-backed eater -struck (u.m.) step seat
(um.) # rope weight (n., um.) | stitch sick
lathe-bore (v.) left -year up (n., u.m.) low
latter -bank (v.) lighter-than-air er born
day (u.m.) #field (sports) (um.) locker # room bred
-hand (u.m.) like lode brow (nonlit.)
lnughnupunk -handed (u.m.) -looking (u.m.) star browed
laundry # room -hander -minded (u.m.) stuff (nonliteral)



built (u.m.) -power (u.m.)
down (n.,, u.m.) | -pressure
downer (um.)
-lander # water
Jdived (um.) - jlower
-lying (u.m.) case (printing)
Mda ' mal (cf)
mace all one
machine man
-finished (u.m.) back
gun <hild
our «reated (u.m.)
-made (u.m.) -day
eater
# wo! -fashion (u.m.)
macro (c.f) (um.)
all one word dle
mad hater
brain -hiﬁh (u.m.)
cap hole
made . hood
. -over (u.m.) hour
-up (u.m.) killer
magnetite kind
-basalt made (um.)
-olivinite -minute
spinellite -of-war (ship)
magneto (c.f.) rope
-optics servant
rest one word size (u.m.}
} slaughter
mai . alayer
# of # honor stealer
servant’ stopper
maiden trap
hair -woman ~
head -year
hood panic-depressive
m:i.l‘ manif <;ld
mante
clad shelf
* clerk tree
oo 4
<order (um.) -colored (u.m.)
pouch folded (u.m.)
truck plies
main sided (u.m.)
frame map
mast reader
pin tack
sail marble
sheet head
spring -looking (u.m.)
stay to (u.m.)
stream -white (um.)
(nonliteral) |mare’s
topmost =
#yard mark
-3:; down (n., um.)
o off (n., um.)
-leaguer
-minor up (n., um.)
make marker
Delieve (n., um.)| -down
?ud(ni) inting) ped
y (prin -up
marketplace
up (n., um.) marru&one
weight marsh
maker buck
off mallow
-u (confection)
#up # mallow (plant)

o
lukewarm

mass
-minded (u.m.)
-produce (v.)

-brown (u.m.)
head

master
#at¥arms

mind
#of# ceremonies

p
# workman
mat-covered (u.m.)

hap
mealymouth

g m)
ing (u.m.
spirited (um.)
time

(meanwhile)
#time
(astronomical)
tone (u.m.)
while
meat
ball
cutter
<ater
fed (um.)
hook

-hungry (u.m.)

packer
works

wrapper
mechanico (c.f)

all one
medico (c.f))

all one word
medio (c.f)

all one
medium

<brown (u.m.)

-gize(d) (um.)

weight (n., u.m.}
meek

-<yed (um.)

-spirited (u.m.)
meetingplace
megalo (c.f.)

all one word

lul_'nber

#room
lumbo (c.f.)
-ovarian
rest one word

melon
-laden (u.m.)
shaped (um.)
melt
down (n., um.)
water
men
folk
kind .
meningo (c.f)
all one
merry
go-round

mee
-minm (um.)
meshbag

meso (c.f)
- all one word
mess

hall

kit

-up ((w.;n.)
all one word
metal .

ammonium
<lad (u.m.)
<oated (um.)
-lined (u.m.)
works

meter
-amperes

.t::limm
-millimeter
metro (c.f.)
all one word
mezz0
graph
relievo
soprano

tint
micro (c.f)

1360.16
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lumen-hour
lung
-grown (u.m.)
motor

lying-in (n., u.m.)

ken (u.m.)

Fem
-long (u.m.
-ohm
post
-pound
-ton .
“wide (u.m.)
milk
-fed (u.m.)

4]

stock
stream
wright
milli (c.l;.:
gram-hour
rest one word
mincemeat
mind
-healing (u.m.)
reader
set 'n.)
sight
mill.\e
yer
shi

it ?") £)
mini (pref.

all one word
minor-leaguer
minute # book
mirror

-faced (u.m.)

scope
mis (pref.)

all one word
mist

bow
<lad (u.m.)
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~ <covered (u.m.)

miter+ - -~ - -
#h‘ sevren i
dock (v)

blood

up(m)
mixing # room
mizzenmast
mock

-heroic (u.m.)

up (n., u.m.)
mockerup - -
mocking

stock

-ﬂr (u.m.)
d -
made (um.)
#shop
mole

catcher
-<yed (u.m.)
head

nail
bin
bnnh

‘he‘dﬁd (u.m. )
Pﬂl!llt

puller

rod

<shaped (u.m.)
-t Agam.)

-ﬂlhngh(um)
-dm’mmc(um)

ake

all one word
RAITOW -

heartedness
-mouthed (u.m.)
minded
naso (c.f)
-occipi
-orbital
rest one word
native-born
(u.m.)
navy-blue (um.)
near

sighted

neat’s-foot (u.m.)

Page 24

pot

lhme
mono(c.f.)
_-ideistic

-<iodo-

-iodohydrin

-ion -

<ousian

rest one word
month

end

long (um.)
moon

bill

blind
#blindness

blink

hm
Gl.l

down

eye

face -
gazing
glow
ighter
T

-mad (u.m.)
path

nephro (c.f)
all one word

nerve
ache :
«<elled (um.)
;?‘*Gd (u.m.)

n
ball

struck

tide

walker

-white (u.m.)
moosecall
mop

head

stick

up (n., um.)
mopper-up ‘
mopping-up (u.m.)
momu;gut’; e
mosqul
#boat

free (u.m.)
moss

back
«lad (u.m.)

-green (u.m.)
wn (u.m.)

-lined (u.m.)
most-favored-
nation (u.m. )
moth
ball
-eaten (u.m.)
hole
mother
hood
-in-law
-of-pear]
moto (c.f)
all one word
motor
bike
bus
cab

N
braider
-veined (u.m.)
nettle

foot "

some
neuro (c.f)

allone

never
‘Ondmc(um)

more ~f

theless -
new
born-
<ar (um.)
comer
<created (u.m.)

ang
-fashioned (u.m.)
front-(v.)
-made (u.m.)
-mown (u.m.)
-rich (u.m.)
newl
Rews
case
cllt

doaler

my(nm)

Per # work
paper # worker
photo
print

ven (u.m.)

‘j;ti_nded (u.m.)
p
truck

van
moundbuilder

7/12/85

flow

e o
hole ¥
lark

Wl
<splashed (u.m.)
stain

sucker

track
muddiehead
mule

back

skinner
multi (c.f)

all one word
multiple-purpose

(u.m.

music

lover

-mad (u.m.)
musico (c.f.)

all one
musk

melon

rat
mutton
# chop (meat)

chop (shape)

fist

head
myria (c.f)

all or(u fu)yord
mytho (c

all one word
myxo (c.f)

all one word

<born (u.m.)
featured (u.m.)
heartedn

ess
-looking (u.m.)
-minded (u.m.)

| nol-pros (v.)



non

noon
<ivil-servi ds
E'(ll.m.) etc rt :
-European, etc. |no
-pros (v.) <entral
# sequitur, etc. (u.m.)
~tumor i east
(n.mf.{t go:tg
as , one m
u‘;;:d -northeast
none -sider
such
theless
osk -lying (u.m.)
-beamed (u.m.) peak
<lad (u.m.) print
n (u.m.) put .
-Jeaved (u.m.) -reckoning (n.)
oar saddle
-footed (u.m.) scape
lock scour
oat scum
bin -season
cake set
fed (u.m.) shoot
meal shore
seed side
ocathbreaker -sorts (n.)
oblong spring
-elliptic (u.m.) stage
<Jeaved (u.m.) street
-linear (u.m.) e
ovate (um) | -therecord (um.)
-shaped (um.) - type
-triangular -wheel (n.)
(u.m.) <wheeler (n.)
occipito (c.f) -white (u.m.)
-otic office -
rest one word #boy
ocean seeker
-born (u.m.} -seeking (u.m.)
girdled (um.) |oftentimes
. going ofttimes
side ohm
spanning (um.) | -ammeter
octo (c.f) meter
all one word -mile
d . oil
-jobber cake
-{ob man can
-looking (u.m.) cloth
-numbered (um.)| coat
ff cup
-and on (u.m.) -driven (um.)
beat fed (um.)
cast T forming (u.m.)
centér {u.m.) -harden (v.)
color (um.) hole
-eolo'{ed (m; meal -
cut (printi paper
Jl{ proofing
fall (v.) seed
flavor (n.,um.) | skinned
flow -soaked (u.m.)
€o (n.) spill
going stove -
e emper (v.)
d tightness
-hours old '
loadi fashioned (u.m.)
look fogy (u.m.}

i

down (n., um.)
gay

-Ei‘ﬁz {(u.m.)
-led (u.m.)

pipe
0

-frowinz (u.m.)
-looking (u.m.)
# maid
-maidish (u.m.)
#man
-new
style (printing)
timer :

#woman

#strut
as combining
one
word
olive
-brown (u.m.)
«<lad (um.)
«drab .(u.n(x.) N
|0 u.m.
-skinned (um.)

wood
#wood (color)
omni (c.f.)
-ignorant
rest one word

Ton
-and-off (n., um.)

o (n.)

going

noun, adjective,

one word

once

-over (n.)

-run (u.m.)
one

-acter -
-armed (u.m.)
-decker

eyed (um.)
fold

-half
-handed (u.m.)

ness
-piece (u.m.)

-striper
time (formerly)
(u.m.)
ime (one
action) (u.m.)

1360.16

Appendix 6
ring nut
thumbing (um.) | breaker
up (n., um.) -brown (u.m.)
w, cake
notehead cracker
notwithstanding hatch
novel hook
-reading (u.m.) pecker
# writer pick
-writing (um.) shaped (u.m.)
nucleo (c.f.) she
all one word sweet
<two-three outer
-way (u.m.) «<ity (u.m.)
onion peel #man
open . most
-air (u.m.) outward
-armed (u.m.) -bound (u.m.)
-back (um.) <bounder
backed (u.m.) |ovate
band (yarn) -acuminate
cast (u.m.)
cut (mining) -oblong (u.m.)
faced (u.m. ovato (c.f)
handed <oblong
# house orbicular
minded rest one word
mouthed oven
#shop baked
side (u.m.) dried
sided (um.) peel
worked over
opera age (surplus)
goer age (older) (n.,
ing u.m.)
#house all (all
ophthalmo (cf.) meanings)
all one word <the-counter
orange (um.)
ade as combining
colored (u.m.) form, one
pee word
-red (u.m.) owl-eyed (u.m.)
stick ox
orchard # house biter
orderly # room blood (color)
organo {c.f.) bow
all one word brake
ornitho (c.f) cart
all one word cheek
orrisroot eye
ortho (c.f.) -eyed (um.)
all one wo! 1
osteo (c.f.)
all one word hide
oto (c.f.) horn
all one word shoe
out . |oxy (cf)
-and-out (u.m.) all one word
-and-outer (n.) |oyster
-loud (u.m.) bed
-Machiavelli, etc.| root
migration seed
-of-date (u.m.) shell
-of-door(s) (u.m.) | -white (um.)
-of-State (u.m.)
-of-the-way
(um.)
<to-out (u.m.)
as prefix, one
wo
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up (n., um.)
packing # box

cloth
lock

tree-
paddlefoot
sl page )
roof (prin
pnl‘;nkilley
nt
"Ii’r_\uh
mixer

”md {(u.m.)
pale

-bluey (um.)

buck
‘«cheeked (u.m.)
face (n.)
-faced (u.m.)
-looking (u.m.)
-rl-edd(isn(u‘.m.)
paleo (c.f.
Lhristian,
rest one word
pallbearer
m

«green (u.m.)

shaded (u.m.)
palmi (c.f)

all one

pan
-American, etc.
Dbroil (v.)

#ice

P rest one word

.n.., .
# American
. Union

__({official name)}

hellenic

panel-lined
_(um)

panic-stricken
panto (c.f.

all one word
panty hase
paper -

back (n.)
#box

cutter

hn.nfer
* shell (n., um)

shelled (u.m.}
-thin (u.m.)
weigh

. | papier # mache

pars (c.f. or pref)

i

-anesthesia
#red

rest one word
pareehl-plnttc (v.)
parchmen :

<covered (u.m.)
# maker
panieta &=

c.f.

-occipital

rest one word
parimutuel

part
-finished (u.m.)
#owner
time (u.m.)
<timer (n.)

out (n., um.)
port
through
word =il
passenger-mile
pus:t(n)-by
passion
-driven (u.m.)

-feeding (u.m.)
filled (u.m.)

paste
down (n., um.)
pot
up (n., u.m.)
patent-in-fee

ttycake
:wnbroker

pay
back (n., u.m.)
check
day
dirt

off (n., um.)
out (n., um.)
ro
sheet
TV

pes

coat

cod ) ,
-green (u.m.
Jacket

nut

shooter
#ized (um.)
stick

t
-white (u.m.)
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peace
-blessed (u.m.)

P

breaker
<Joving (u.m.)
bloom

blow (color)
<colored (u.m.)
-sha

(u.m.)

’:;yﬂed (u.m.)
1shing

-pure (u.m.)
set (um.)
studded (u.m.)
-white (u.m.)

-roofed (u.m.)
stack
pebble

-paved (u.m.)
strewn (u.m.)

peeloff (n,, um.) .

peep

hole
gt

eg
pelimell

n
-cancel (v.)

pent-up (u.m.)
penta (c.f)

-acetate

rest one word
peptalk
pepper

corn

mint

pot
-red (u.m.)
per
cent
#centum
compound
(chemical)
current
(botanical)
#diem
salt (chemical)
$#oe
sulfide
peri (pref.)
-insular
rest one word

permafrost

|pest

hole
-ridden (um.)

petro (c.f)
c.f.
ital

rest one word

" |pharmaco (c.f.)

-oryctology
rest one word

ngo (c.f.)
P ogeal

out (n., um.)

-wound (u.m.)
pheno (c.f)

all one
philo (c.f)

-French, ete.

rest one
phiebo (c.f)
phono (o 0)

no (cf.

all one word
phospho (cf)

all one word
photo (cf.)

-offset

<oxidation
-oxidative
rest one word
phreno (cf)
all one word
phrasemark
(music)
phyllo (c.f)
s
ylo (cf.
all one word
physico (c.f)

all one
physio (c.f.)

picket # line

picture
#book
#writing
pie
bald
crust

sater

pickle-cured (u.m)

7/12/85

Rerkar

pan
plant
stuffed (u.m.)
e v
ye (v.
meal
mold
piezo (c.f)
-oscillator
rest one word

"-guk (v)

-backed (u.m.)
DHellied (u.m.)

Sy
<yed (u.m.)
face

faced (u.m.)
foot

footed (u.m.)
headed

herd
out
pen
oot
stick
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prick v eEeie o m
porr . Tarallel (u.m)
r ke u.m,
w #ehr Cory ,swte . T
pe i surveying)
Aailed (um)>:  |plani (cf) e
up (0., um.y: =+ all one word .. .
w - plane (6£) -
pinch o ¥ qll one word
back . |plantlife = .-
bar plate AR
beck 1 -incased (u.m.)
cock ~} -layer -
fist mark
<hit (v.) # proof ting)
-hitter -roll (v.
penny -rolled (u.m.)
pine plutiy cf)
apple 3 all one
(um.) |play
<lad (u.m.) -act (v.)
fri (u.m.) back (n., u.m.)
-shaded (u.m.) -bill
pink broker
-blossomed (u.m.)| day A
eye (n.) - down (n., u.m.)
eyed (um) fellow
pipe goer
drawn (u.m.) going
dream h ground
ﬁmr off (n., u.m.)
yer pen
lined reader
-shaped (um.) script
stem suit
o |
welder
pisci (c.f) #;'35
oo woord v [P bent (w.m.)
-w] . nt (u.m.
piatonheas #boat
pit -seeking (u.m.)
-eyed (u.m.) tired (u.m.)
fall weary (u.m.)
head eo (c.f.)
- -headed (u.m.) all one
hole pleuro (c.f)
mark ... all one
-marked (um.)-- {plow . "
-rotted (um.) back (.. ) .
saw e <bred (am.). .-
side hand
pitch o horse. . .
Dblack (um).... .| . .pan - .
blende.: - point  ~
#box _-shaped (i.m.)
-colored (um.) .
dark (um.) shoe
fork sole
hole staff
lined (u.m.) #tail
-marked (u.m.) wright
out (n., u.m.) plug
up (n.,, um.) hole
place -in (0., um.)
card tray
kick -ugly (n., u.m.)
plague-infested plume-crown
(um.) (u.m.)
plain pluri (c.f)
back (fabric) all one
<bodied (u.m.) pluto (c.f)
clothes (um.) all one word
-headed (um.) {pneumato (c.f)
-looking (u.m.) -hydato-genetic
spoken (u.m.) (um.)
rest one word

woven (u.m.)

pneumo (c.f)
all one

pock

-mnked (u.m.)

- =pit (v)

.| pocket
book 8)
e

-eyed (um.

- knife
sized (um.)
-veto (v.)

poet
-artist
-painter

| pointblank

poinon-digped
(um.
pole
arm
-armed (um.)
ax
burn
cat
«dried (um.)
horse
-pile (v.)
setter
-shaped (u.m.)
sitter
<atack (v.)
star
timber

trap

-vault (v.)
politico (c.f)

«<orthodox

-mouthed (u.m.)
side

post
#bellum
#boat
card
Lhristian, etc.
#diem
free (um.)

# hospital

)\
(military)
# meridiem

#partum
#school (military)
audit, graduate;

etc.
as prefix, one
pot word ,
ash
bellied
boil

#keeper
-keeping (u.m.)
# raiser

-raising (u.m.)
#yard =
pound

cake
foolish (u.m.)
foot

wder o

. ’?blue (u.m.)
" {#house

#mill

#room -
-scorched (u.m.)

power

driven (u.m.) -

| -agentry

# mortem (literal) -lﬁi.xting {um.)

mortem (non-

literal)

-support (u.m.)

1360.16
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psycho (c.f)
~organic

rest one word
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ptero (c.f)
! one word
blic
-mindod (u.m.)
-spirited (u.m.)
m

-pxle(v)
back (n., um.)
#box

down (n., u.m.)
-in (n., u.m.)
off (n., u.m.)

Q
-boat
-fever

quadri (c.f)
-invariant
rest one word

qunrtT:d ) :
-ang| u.m.
back

rabbit
-backed (u.m.)
-<ared (u.m.)
mouth .
-mouthed (u.m.)
race
about (n., um.)
course

generally two
words except

- the following

isotope

telegraph

telephone
radiumtherapy

ot

-made (u.m.)
sorter :
tag

rail
car

-ridden (um.)
road

setter
splitter
way # maker
rain
band
-beaten (u.m.)
bo

w
check
coat
drop
fall

-soft (u.m.)
spout
storm
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-on (n., um.)
out (n( nn):)
<push (u.m
through

(n., um)

pulﬂ(n , u.m.)

-outh
punci
bowl

drunk (um.)
mark

-bloom (u.m.)
-bound (u.m.)
-breed (u.m.)
<ast (u.m.)
-cut (u.m.)
deck -

-miler

-g.h:e (u.m.)

wash
rakeoff (n., u.m.)
rlgnt
je
rod
shackle
ranch# hand
range
finder
#light
rider
rash
-brain (u.m.)
-headed (u.m.)
-hearted (u.m.)
-minded (u.m.)
rat
bite

-tailed (um.)
-tight (um.)
trap

rate
~<cutting (um.)
fixing (u.m.)
payer
-raising (u.m.)
setting

rattie
brain

-loolun¢ (u.m.)
razor

-bilied (u.m.)

-keen (u.m.)

-sharp (um.)

strop
razzle-dazzle

-marked (u.m.)
out (n.)

re:
lmbloo(l

bred
#line (biological)

-blue (u.m.)
<lad (um.)
<colored (u.m.)
h;art (wood)
pus
button
card

Q

saw (v.)
staff

stretch
quartermaster
# general

-geneuhlnp

all hy,
queen #gee
R

re (pref))

-cover (cover
again), <reate
(create again),
etc.

«Crose-
examination
-ice
-ink
-redirect
rest one word
reading # room
readout {n.)

-built (u.m.)

-handed (um)

made (u.m.)

-mix (u.m.)

-witted (u.m.)
rear

guard

most

view (u.m.)
reception # room
recordbreaker
recti (c.f)

all one word
recto (c.f)

all one word
red

bait (v.)

billed (u.m.)
<blooded (u.m.)
bone

buck

cap (porter)
eoat((n))

eye (n

-eyed (um.)
-faced (u.m.)
-haired (um.)
handed

head (n.)
-;xot (u.r(n.) ,
-legged (u.m.

#line (literal)
#man

-put (n.)
-up (n., u.m.)

|quick
~<hange (um., v. )
drawn (u.m., v.)
freeze (um., v.)
lime

sand

set
silver
step

out (n., um.)
skinned (u.m.)
tape (nonliteral)
#tape (literal)
~throated (u.m.)
llow (u.m.)
re o (c.f)

repaxr#lh
representative
#at#large

-elect
research # worker
resino (c.f.)

all one word
retro (c.f)

-ocular

-omentinl
-operative
-oral

rest one word
rheo (c.f)

all one
rhino (c.f)

all one word
rhizo (c.f)

all one word
rhod(o) (c.f)

all one
rhomb(o) (c.f.)

all one

growing
#water
rich

-bound (u.m.)

<lad (u.m.)
ﬁ-looking (u.m.)

out (n., u.m.)
-up (n., um.)

7/12/85

-witted (U.m.)
quin(cf)

all one-word-
quit

claim

rent

t
d‘lhbout
abot]lt-(faee )
e (um.,v.
wled (um)

E‘m

-in (n., u.m.)
lead (v.)
-necked (u.m.)
-off (n., um.)

pin
-porous (u.m.)
dnped(um)

uzht

mck

«tailed (u.m.)

-up (n., u.m.)
rip

ap
roaring
sack

saw

snorter

tide

-up (n., um.)




river
bank
bed

flow
formed (u.m.)
front

head

scape

side

wash
-worn (u.m.)

roa
bank
bed
block
builder
head

hog
ma;
nd:
~test (v.)
-weary (u.m.)
rock

e (nonlit)
<limbing (u.m.)
fall (n)
-fallen (um.)
fill

firm

pile

-ribbed (u.m.)
shaft

slide
rod-shaped (u.m)
roebuck
roentgeno (c.f)

all one word

-bend
-brake
-iron
.r.y
-shaped
-trap
wrench

.legged (um.)
tooth

toothed (u.m.)
sable-cloaked
{u.m.)
Sabrejet
mchm (cf)
all one word
sack
bearer
cloth
# coat
<coated (u.m.)
-making (u.m.)
<ha (u.m.)
SACcro (c-f-)
all one word

sad
-eyed (um)
iron
-voiced (u.m.)
saddie .

back
backed (u.m.)
bag

bow
cloth

roll

about (n., u.m.)
hck (n-- um)
call

.fed (v )

oﬂ' (n., u.m.)
-on (n., u.m.)
out (n-- um)
top

up (n., u.m.)
roller

-made (u.m.)
-milled (u.m.)
Romano (¢c.f.)
<anonical, etc.
Gallic, ete
roof

garden

top

tree
root

hold
stalk
stock

r0)
Qance
l.yer
stitch
walk

-:“right (u.m.)

head
-headed (u.m.)

graft (v.)
-making (u.m.)

nose

-nosed (u.m.)
sore

-stitched (um.)
tree

-wire (u.m.)
safe

blower
cracker
-deposit (u.m.)

old

gmh

leaf

-leaved (u.m.)
sail

cloth
,got.tgd (u.m.)
ying
sales
clerk
manship
Mple
rson
mon
“lom (\l.ln-)
-red (u.m.)
salpingo (c.f)
«)phﬂnm
-ovariotomy
«ovaritis
rest one word

cap
<cutting (u.m.)
fast '

<scented (u.m.)
sweet (um.)
tan

#water
rotorship
rotten
(u.m.)

-minded (u.m.)
rough .
-and-ready (u.m.)
-and-tumble

(n., u.m.)
cast (um., v
<coat (v.)
<ut (um.)
draw (v.)
dress (v.)
dry (u. m., V. )
face (v.)
.f.eed (um.)

egil (um)
ng(um)

nder
setter

shod
-sketch (v.)
stuff
tailed
#work (n.)
work (v.)
wrought
rougher

down
-out

-up
m\l‘hinx'in (um.)

sample
# book

1 #box

-making (u.m.)
sand

bask

bar

bath

bin

blast

blown

-built (u.m.)
Jburied (u.m.)
<ast (um., v.)
culture

fill

flea
lass

eat

out (n, u.m.)

table (panel)
e (panel). .
-tailed (u.m)
-topped (u.m.)
-tnm’er

“p (n um-)

-a-dub
downy (n,, um.)
rubber
band
down ...
ined (w.m.)
neck
-off
set(u.m.)

stamp
(nonliteral)
(n u.m., v.)
#stamp (n.)
..bum”d (u.m. )

-hued (um.)
-red (um.)
et (u.m.)
-throated (u.m.)
rudder

head

hill
hiller

hole

lapper

lot

paper

pile

pipe

pit ) )
-pump (um,, v.

shoe

spit

storm

table

weld (v.)
-welded (um.)
-welding (u.m.)

mdy.boctomad
(u.m.)

sangfroid

sans
#serif
#souci
‘..g hire
ue (u.m.)
<colored (u.m.)

satin
-lined (u.m.)
-samooth (u.m.)
sauce
dish
pan

robin (petition)

1360.16
Apperndix 6

iy

hole . -.
post -

rulé¥9f# thumb

up (n., u.m,)

runner-up

rush-bot!

(u.m.)

Russo (c.f)

-C!unm'

rest one WO'd
rust

“brown (u.m.)

-eaten (u.m.)
proofing

-resistant (u.m.)

oat
ulo (c.f.)
all one word

scar
<clad (um.)
ace
faced (u.m.)
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schisto (c.f.)
all one word

schizo (c.f)
all one word

school

<trained (u.m.)
scientifico (c.f)

all one
scissor
bill

tailed (u.m.)
-winged (u.m.)

s
. hold

-shaped (u.m.)

#smith
sclero (c.f.)

-oophoritis

-optic

rest one word

score
card
sheet
- scot-free
Scoto (c.f.)

scou
scrap
basket
works
scratch
brush
<brusher

~<coated (u.m.)

out (n., um.)

play

screw
ball
bolt

cap
down (u.m.)
driven (um.)

driver
head
hook

ck
-lifted (u.m.)

nut

ship
. «threaded (u.m.)
-turned (u.m.)

scrollhead

scuttlebutt
scythe-shaped

" (u.m.)
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-Britannic, etc.
thood

A#hua

‘h-od(um)

| bathed (a.m.)

- baach
<beaten (u.m.)
bed

L #bird

blue (u.m.)
#boat

-born (um) -
-bred (u.m.)

coast
_«deep (u.m.)
dog

-driven (u.m.)

rome
-encircled (u.m.)
fare (food)
fighter
fo!
- food

stro
#time (clock)
wall
wing
worn
worthiness
-wrecked (u.m.)
seam
blasting
rend (v.)
stitch
weld (v.)
-welded (u.m.)
seat
belt
-mile
second
<class (u.m.)
-degree (u.m.)
-foot

m (v.)
(adv., um.)
-rate (u.m.)

secretary
#general
-general
-generaiship
section # man
seesaw

seer
band
-hand
sucker -

| seismo c.£)
.. all one word
self - - -

dom
ood
less

ness

same .
rtﬂuzt;:e prefix,

se
. off (n., um.)
out (n., um.)
semi (pre .)
annual, arid,
ete.

-armor-piercing
(u.m.
<Christian, etc.
-idleness,
-indirect, etc.
send
off (n., um.)
out (n., u.m.)
senso (c.f)
all one word
septi (c.f.)
all one word
septo (c.f)
all one
serio (c.f)
all one word
sero (c.f.)
all one word
serrate
<ciliate (u.m.)
-dentate (um.)
service
-connected (u.m.)
servo
accelerometer
amplifier
contro}l
mechanism
motor

system
ui (c.f)
all one word
set
-aside (n., u.m.)
back (n., um.)
bolt

down (n., um.)
fair (n.)
head

-<in (n., u.m.)
off (n., um.)
«on (n., u.m.)
out (n., um.)
pin

screw

<stitched (um.)

-to (n., um.)

up (n., um.)
setter

forth

<in

-on

-out

-to

-up
seven

-branched (u.m.)

fold
penny (nail)
score

shooter

-up (n.)
severalfold
shade

-giving ?n.m.;
-€rown (u.m.
shadow

boxing
Fraph
afine

shag

bark
-haired (u.m.)
shake
down (n., um.)
out (n., um.)
up (n., um.)
shallow
draft (um.)
-headed (u.m.)

shapeup (n., u.m.)
share

bone

broker

cropper

out (n., um.)

»

-angled (u.m.)

~<cut (u.m.)

odged (u.m.).
freeze (um., v.)

freeur

-looking (u.m.)

-set (u.m.)

shooter
tailed (u.m.)
-witted (u.m.)
shavehook
shear

pin

waters
shedhand
sheep
biter

kill
-kneed (u.m.)

-white (u.m.)
sheer
off (n., u.m.)

up (n., um.)

7/12/85

sheet
block
flood
rock
ways

shell
back

burst
fire

fishery

hole

like

shocked
shelterbelt
shxel(dahaped

lhxlly-chally
=3
plaster
shiner-up
ship
b
broken

-made (um.)
mark
-soiled (u.m.)
talk

walker
window
shore
#bird
#boat
fast
going
side
short
-armed (u.m.)
bread

cake

change (v.)
changer
«circuited (u.m.)
coming

cut (n., um., v,)
fall (n.)
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.m.
head (whale)
horn (n., u.m.)
-horned (u.m.)
lutmg (u.m.)

Jeaf (u.m.)

Jived (um.)

rib

aented
staff
stop

wave (radio)
shot .

fole

put
lhoulder-hlgh

(n., um.
up (n., um.)
out (n., u.m.)
shroud
-laid (um.)
plate
lhunt-wound
{(um.)

away (n., u.m.)
(n.,um.)

#light (literal)
tight

- (nonliteral)
#line (literal)

step

stitch
stitched (u.m.)
sway

swipe

track

walk

wall

-whaeler

'l?ole

um
seeing
setter

i
.onff (n., um.)
-on (n., um.)

post

up (n., u.m.)
silico (c.f)

all one word
silk

(u.m.
works
siltpan
silver
-backed (u.m.)
beater

-bright (u.m.)
T e
{(um.)
Jead (u.m.)
<Jeaved (u.m.)

plate (v.)
-platad (um.)

point
(drawing)
pnnt

wngued(um)

aunon-pure (um.)
simple
-Neaded (u.m.)
-minded (u:m.)

sin
<born (u.m.)
-bred (um.)

singsong
single
bar
-breasted (u.m.)
ker

-edged (u.m.)
handed

hood

-loader
-minded (u.m.)
-phase (u.m.)
seater

stick

tree

line (nonliteral) {sink

long
note

head
hole

Sino (c.f)
~Japanese, etc

sister
-g;odrman

-<in-law

-out
sitting # room
sitzmark
six
<ylinder
(u.m.)
fold
penny (nail)
-ply (um.)
score
-shooter
-wheeler
sizeup (n., u.m.)
skid
lift (truck)
road

skin
<lad (um.)

kwp
s
-glue (u.m.)

—g:ér(u.m.)
ﬁ er

look (v.)

rocket

sail

scape

scraper

shine

wave
slab-sided (u.m.)
slack

Dbake (v.)

~filled (u.m.)
# water

slambang
slant-eyed (u.m.)
...l:ng

dab

dash

down (n., u.m.)

stick

-up (n., u.m.)
<blue (u.m.)
<olored (u.m.)

works
slaughter

-g?n (u.m.)

sling

~deserted (u.m.)
holding
pen
# worker
Slavo (c.f)

-Hungarian, etc.

sledge
-hammered
(um.)
meter

'l“xred (u m.)

. wy.lker
sleepy
-eyed (u.m.)
head

-Jooking (u.m.)
sleetstorm
sleeveband
sleuthhound
slide

film
knot

ball

shot

'":1 ng (u.m.)
(o) u.m.
hac';8

band

case

cover

knot

-on (n., u.m.)
* (printing)

prin

ring

sheet

shod

sole

step

stitch

stream

<up (n., u.m.)

sl op
-moided (u.m.)
Ioleller

stope

-faced (um.)

belly
down (n., um.)
-footed (u m.)

going
-motion (u.m.)
mouthed
poke .
#time
up (n, u.m.)
-witted (u.m.)
slug
cast (v.)
caster
slum
dweller

gullion

fﬂm

llumber-bound

(u.m.)
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small

T
<hip] u.m.
mouthed

-fg:le {(u.m.)
sword

talk
town(n.m)

-clecky (u.m.)
-looking (u.m.)
tongued (u.m.)
smashup (n., u.m.)
smearcase
smoke
-blinded (u.m.)
bomb

chaser
«dried (u.m.)
dry (v.)
<dyed (u.m.)
fi od {(u.m.)

Lden (um.)

acreen

stack
smoking # room
smooth

bore
-browed (u.m.)
<ast (um.)
mouthed

ed (U.m.)
-working (u.m.)

snall ) ,
-paced (u.m.

S

snail’s puce

snake

bite

-bxtten (um.)

ed (um.)
ead

blind
#blindness

blink
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. <boiled (u.m.)
head

1360.16
Appendix 6

block .
<blocked (u.m.)
blower

break

ca)
-chgm (um.)

clad (u.m.)
~covered (u.m.)
drift

fall

flake

m{:mg ( )
-me u.m.
mobile

pack

-white (um.)
snuff-stained
(u.m.)
0
-and-s0
beit (n., j.)
«called (u.m.
-seeming (u.m.)
0.

bubble

-making (um.)
-ridden (u.m.)
soft

-pedal (v.)

shelled (um.)

«soap (nonliteral)
(v.)

soaper .
(nonliteral)
(n.)

spoken (u.m.)
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tack
soldier-fashion
{u.m.)

one (anyone)
#one
(distributive)
place (adv.)
time (adv., u.m.)
#time (some time

head (n., um.)
sorry-looki
(u.m.)
soul
«deep (u.m.)
-searching (u.m.)
sick
sound
-absorbing (u.m.)
#field

m

-minded (u.m.)
off (n., um.)
track

soup
bone

. spoon

sour
belly
Soueh (0.

ough (n.

faced
-natured (u.m.)
sweet

south
-born (u.m.)
-central (um.)

spade
dug (um.)
foot

footed (u.m.)
-shaped (u.m.)

span
-long (um.) -
s-ne';. gl.m.)
pan
-Arab

$orn (u.m.)
-speaking (u.m.)

spare

. <bodied (u.m.)
rib

#room

spark

# plug (literal)
plug (nonliteral)

speakeasy (n.)

spear

cast

high (um.)
e u.m.
.-ohapezil (}lim.)
spectro (c.f.
P:?;oue word

speech
-bereft (um.)
-read (v.)

»
boating
letter

tra
u l(,n., um.)

rift

spermato (c.£)

all one word
spermo (c.f.)

all one word
spheno (cf)

-occipital

rest one word
sph{gmo (cf)

all one wo
spice

-burnt (u.m.)

cake
<laden (u.m.)
spider

<pun (um.)
#web (n.)

web (um., v.)
spike

horn
. kil (v.)

itch (v.)

spin

off
spindle
formed (u.m.)

b o)
- u.m.
legs

shanks
spine

bone

-broken (u.m.)
-pointed (u.m.)

npillgo (cf)
-olivary
rest one word
spirit
<born (u.m.)
-broken (u.m.)
# writing
spit
ball
fire
stick
splanchno (c.f)
f" one
splay
footed
mouthed
spleen
-born (u.m.)
sick
swollen (um.)
spleno (c.f)
all one word
split ’

(crustacean)
fruit

mouth
saw ) )
-tonfucd u.m.
uq. n., u.m.)
apor lo (cf)
spondy f.
word

all one
sponge
cake

LA
u.m.
-shaped (u.m.)
spongio (c.f.)
all one
spoolwinder

spoon
m-beaked (u.m.)
-billed (u.m.)
bread

fed (u.m.)

shaped (u.m.)

ways
sporeformer
sporo (c.f)

all one

spot
<checked (u.m.)
face (v.)
weld (v.) .
we}dgd (\(l.m'.)‘) .
-welding (u.m.
spray-washed
(um.)

'pu“ll ( )

-eagle (um., v.
head ‘
out (n., um.)
set (v.)

spri
back .

(bookbinding)

bok
<born (u.m.)
buck

<clean (v.)
finger

m:m (um.)
head
-plow (v.)

-plowed (u.m.)
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led (u.m.)
led (u.m.)

spy
lass
fole
tower

square
-bottomed (u.m.)
-built (u.m.)
faced (u.m.)
flipper

out (n., um.)

mcklfp fn., um.)
staff-herd (v.)

stag
-handled (u.m.)
head
<headed (u.m.)
homn
-horned (u.m.)
hound

hunter
stage
coach -
hand
struck (u.m.)
stair
case
head

step
stake
head

out (n.)
stale-worn (u.m.)
stall

fed (um.)
-feed (v.)

stand
" by (n., u.m.)
down (n., um.)
fast (n., um.)
-in (n., u.m.)
off (n., u.m.)
offish
out (n., um.)
pgt
pipe
B
still (n., u.m.)
J up (n., um.)
dard

bred

staphyIo (c)
y .

all one word
star

blind

bright

dust
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Rl

o -ap.nkgled(um.)

Sedam)

hte (gem)
nose (mole)

- Shake

'lhine

studded (um.)
#time

starchworks
~stark

blind (u.m.)
-mad (u.m.)
-naked ((u.m.))
-raving (u.m.
starter-off
startup (n., um.)

_ stat (pnf)

all one word

State

-aided (u.m.)
#line

<owned (u.m.)
state

hood

quake

side
station # house
stato (c.f)

all one word
statute -

-barred (u.m.)
#book

stay

-at-home
(n., um)

bolt
boom
lace
log

~-pin
plow
sail
wire

steam

boatmg

driven (u.m.)

T fitter

_pipe
plant
power (n.)

 #powerplant

“pocket (v.)

" .propelled

(um.)

el (v.) e
' roller(um V).

t&b?e

tightness
steamer # line
steel

-blue (u.m.)

-bright (u.m.)

<cased (u.m.)

clad

“framed (u.m.)
hard (u.m.)
head

plate
works '

po
jstick
I} -at-it (n., um.)
'pooked (um)
- i -in-the-mud

ltic er

[stee

-mmg (um.)
o (u.m.)
-up (u.m.)
-walled (u.m.)
steeple
chase
-high (u.m.)
jack
top
stem

child, etc.

down (n.,, um.)

-in (n., u.m.)

ladder

off (n., u.m.)

-on (n., um.)
.t-eup =n., u.m.)

pping

-oﬂ‘ (u.m.)

-out (u.m.)
stereo (c.f.)

all one word
stern

castle

-faced (u.m.)

<heavy (um.)

-loohng (u.m.)

poct
# wheel
-wheeler
sterno (c.f.)
all one word
stetho (¢.f.)
all one word

pan
: t
fast (n.)
(n., um.)

out (n., um.)
pin

I -to-it-iveness
" ‘”'i (n.)

(n., um.)

11
«on
ou
lti
" +backed (u.m. )
neck
-necked (u.m.)
still
-admired (u.m. )
birth
born
burn (v.)
fish (v.)
<hunt (v.)

-recurring
(um.)

stand

about (n., um.)
fry

-up (n., u.m.)
tch

down (n.,, u.m.)
ug‘ (n., u.m.)

breeder
broker
feeder

+till (um.)

taker

truck

wright
stoke

hold

hole
e

filling (u.m.

<shaped (u.m.)

-sick (u.m.)

-weary (u.m.)
stomato (c.f.)

all one word
stone

biter

blind

brash

breaker .

broke

brood

cast

«cold (u.m.)
crusher

cutter

<dead (um.)
«deaf (u.m.)
-eyed (u.m.)
han (printing)

n&;

# proof (printing)
shot

#wall (n.)
wall (um., v.)

-laden (u.m.)
-swept (u.m.)
Md (u.m.)

storyteller
stout
-armed (um.)
heartedness
-minded (u.m.)
stove
brush
-heated (u.m.)
pipe
stow
away (n., um.)
down (n., um.)
straddie
back
face (v.)
-legged (um.)
straight
away
backed (u.m.)
~cut (u.m.)

edge

<edged (u.m.)
-faced (u.m.)
forward

-legged (u.m.)
# lin

-lmed (um.)
<out (n., um.)
-opoken (u.m.)

-up (u m.)
-up-and-down
(u.m.)
strainslip
strait
<chested (u.m.)
jacket

stranglehold

trap
bolt (v.)
er

h
-ohaped (um.)
watch
strato (c.f.)
all one word

.“b‘e' #field
rry # fie
- boss

B -built (u.m.)
hat

-roofed (u.m. )
sp 1t:m8

stac
-stuffed (u.m.)

1 walker

<yellow (u.m.)

#line
mark
stream

bank

y 7
away (n., um.)

1360.16
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out (n., um.)
striker

-in

out
string

course

halt
# proof (density)

strong
-arm (u.m., v.)
back (nautical)
-backed (u.m.)
hold

#man
-minded (u.m.)
point (n.)

stub

runner .
~toed (u.m.)

wing
stubble
#field

-mulch (u.m.)
stubbornminded
stucco-fronted

(u.m.)

stuck

up (n., um.)

-upper
- :pish (um.)
u

bolt

horse

mare
stupid
hea

d

-headed (u.m.)

-looking (u.m.)
sturdy-limbed

(u.m.)

stylo (c.f.)

all one word
sub (pref.)

- -Himalayan, etc.

machinegun

‘] #rosa, #specie,

ete.
subcommittee
pohr

mt one word
subject
obi

-obﬁivity
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subter (pref))

all one word
such-and-such
suck

(n., um.)

hole

<4in (n., um.)
sugar

cake

cane

-coat (v.)

«coated (u.m.)

~cured (u.m.)

loaf

plum

spoon

sweet
# water

works
sulfa (c.f)

all one
sulfo (c.f.)

all one
sulfon (c.f)

all one
sullen

-natured (u.m.)
summer

<lad (um.)

dried (u.m.)

fallow (v.)

-made (u.m.)

tide

time (season)
#tune $ {hght

-baked (u.m.)

bath

-bathed (u.m.)

beam

blind

#blindness
bonnet

formed (u.m.)
shaped (u.m.)

spoon
talk

top
tachy (c.f.)
all one wo!

tag .
-affixing (u.m.)
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:é’l?itcken
stroke
struck

tan
#time (measure)
time (dawn)
up
sunn,
-looking (u.m.)
-natured (u .m.)

"K’ (pref.
#high freguency
mrlatwe
way,
market, etc

<ut (um.)
made (u.m.)
-suited (u.m.)

sur (pref.)
all one

sure
fire (u.m.)
footed (u.m.)
slow

surf

<battered (u.m.)
#{ish

swept (um.)
swallow

pi

-tafl:d (u.m.)

swampside

swan :
<bosomed (u.m.)
dive
herd
mark
neck

80!
l'll:l‘down
swash

buckler
plate

back(n u.m.)
-backed(um)
bar

-brace (v.)
swearer-in
sweatband

T

take
-all (n.)
down (n., u.m.)
<home (n., um.)
<in (n., um.)
off (n., um.)
out (n., um.)
up (n., um.)
taker

-in

off
carrier
teller

talkfi
talkmg-to (n.)

-bmlt (u.m.)
-looking (u.m.)

sweep
back (aviation)
(n., u.m.)

(aviation)
(n., um.)
e

through
(n., um.)
washer
sweet

bread
‘breathed (u.m.)
brier

heart
meat
mouthed
-pickle (v.)
-sour
sweet

swell
-butted (um.)
head

toad
swelled-headed
(u.m.)

swept
back (n., um.)
forward
(n.,um)
wing (n., um.)
swift

foot
footed (u.m.)
-handed (u.m.)
-running (u.m.)
swill
bowl
tub
swimsuit
swine
-backed (u.m.)
bread

head

tame

-fmn (um.)

-Jooking (u.m.)
tan

bark

works
tangent

<cut (v.)

-saw (v.)
tangle

foot
. -haired (u.m.)
tank

-h!p

"Euz

hole

oﬂ' (n., um.)
-riveted (u.m.)
root
tap

tape
string
-txod (u.m.)

uﬁanr
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herd
pox

. sty
back (n., um.)
bar
Y
swang
tree

swingle
bar
tree

switch
back
blade

phtc
plux

tznder
swivel

eye
(u.m.)
med (u.m.)
sword
-u-mod (u.m.)

bnll
fiahi

play
:th.wrd (um.)
syn Spref .)
synchro
mesh
tron
8yro (c.f)

ian, etc
phenician

fashion (u.m.)
heng;d (u.m.)

tapes

«covered (um.)
# maker

-making (um.)
#work
tapper-out

tar
-brand (v.)
brush

«<oal (um.)
dipped (u.m.)
-paved (u.m.)

-med (u.m.)
works
tariff-protected

tarso (c.f.)

all one word
tasksetter
tattletale
tauro (c.f.)

all one word
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tax
<burdened (u.m.)
eater g

-exempt (u.m.)
free (um.)

-mm.)
paid

payer

-supported (u.m.)
taxi

auto

bus

cab

meter

stand
tea

ball

cake

cart
~colored (u.m.)

-oﬂ'(n um.)
-out(n u.m.)

lheet

stain
-ct.amed (u.m.)
qn(un:)

ager
teeter-totter

tele (c.f)

all one word
teleo (c.f)

all one word
tell

tale
truth
telo (c.f)
all one word
tempest-rocked
temporo C.
-occxpxtal
rest one word

ten
"fold .
penny (nail)
pins
tender
#boat
faced (um.)
foot
-footed (u.m.)
footish
<handed (u.m.)
heart

loin

-looking (u.m.)
tenement # house
tent

dotted {(u.m.)

-Cheltcned (um))

terneplate

-voiced (u.m.)
thio (c.f.)

all one word

ird

th
«lass (u.m.)

away (n., u.m.)

k (n., um.)
-in (n., u.m)
line

off (n., um.)
-on (n., u.m.)
out (n., um.)
-weight

.-out(n.,u:n;)

-phter
) (n., wm)
(truck)

A .
-cth’;r:ped (um.)

Ited (u.m.)
fisted

fitting (u.m.)
li

rope
set (um.)
ie (v.)
wad

wire

tile
<lad (um.)
-red (u.m.)
setter

works

1360.16
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wright
tilt

up (a)
timber

: ----built (u.m.)
1+ -headed (u.m.)

' _fv-p {um.)
t

time
born
card
clerk
clock
<consuming
(um.)

-honored (u.m.)
keep (v.)
khx‘ner

lock

outs (n., u.m.)
pleaser

saver

server

sheet

slip

slot

span
-stamp (v.)
study
table
taker
waster
worn
tin
ing-(u.m.)
<capped (u.m.)
d (u.m.)
cul
* e borpedo
o
foil
horm
“Kettle
~dirved (u.m.)
T pan

: te
-'gl*:ted (u.m.)
_-?::fed (u.m.)

-w te(u.m)

.dr:ght (um.)

-eovered (um)
tintblock
tp (printing)
cart
~curled (u.m.)

head
-<in (n., u.m.)

most
off (n., um.)
staff

stock
tank
.t‘p
toe
top

-up (um.)
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tire free (u.m.)
changer -lash (v.)
dresser #lashing
fitter play
-mile -shaped (um.)
shaper shot
some sore
tack
bit tied
. #for#tat tip
titano (c.f.) -twisting (u.m.)
all one word tool
, bag
-free (u.m.) buiider
payer crib
right dresser
tit:le lding ( ) ﬁt_te;_ ( )
-holding (u.m. ing (u.m
winner Eead
-winning (u.m.) lk::ldmg'
it
-and-fro mark
o (n.} gzttae
back rack
-bellied (u.m.) setter
blind shed
fish slide
-green (u.m.) stock
stool tooth
tobacco ache
#grower # and # nail
growing (u.m.) -billed (u.m.)
#shop brush
toe drawer
cap mark
-in (n., u.m.) -marked (u.m.)
-mark (v.)
nail pick
plate plate
rint powder
toil . puller
-beaten (u.m.) -pulling (u.m.)
some -set (um.)
-stained (u.m.) -shaped (um.)
-weary (u.m.) some .
worn wash
toilet # room top
toll cap (n.)
bar coat
gate cutter
atherer drain (v.)
#line dress (v.)
payer flight (u.m.)
penny full
taker gallant
tom (n., um.)
?tl aft (v.)
oolery t
-tom -}l:atted (u.m.)
tommy eavy
gun kick
rot knot
ton liner
-hour mark
-kilometer mast
-mile milk
-mileage most
-mile-day notch
tone (nonliteral)
«deaf (u.m.) rail
down (n., u.m.) rope
' -producing (u.m.)| sail
up (n,, um.) -secret (um.)
tongue -shaped (u.m.)
-baited (u.m.) side (naut.)
<bound (u.m.) soil
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torquemeter
toss

pot
up (n., u.m.)
touch
#and #go
back (n., um.)
down (n., um.)
hole

-borne (u.m.)

-me-not (n., um.)| car

pan
reader
up (n., um.) -

tough
-headed (um.)
-Jooking (u.m.)
skinned (u.m.)
tow
head
mast
-netter
path
rope
“ high (w.m)
N u.m.
«shaped (um.)
town
-bred (u.m.)
<dotted (u.m.)

-weary (u.m.)

towns :
fellow
people

toy
-sized (um.)

town
tracheo (c.f)

all one
trachy (c.f.)

all one

walker

rail

road
trans (pref.)
alpine
atiantic
Lanadian, etc.
pacific :
uranic
rest one word
transit # time

oo

fall

shoot
trashrack
travel

-bent (um.)

tired (u.m.)

-worn (u.m.)
trawlnet
treadwheel

treasure
filled (um.)

#house
<laden (u.m.)

-ripe (u.m.)

scape

top
trellis-covered

(u.m.)

trench

back

coat

foot

mouth

-plowed (u.m.)
tri (cf)

-iodide

-ply (u.m.)

7/12/85

dressed (u.m.)
-looking (u.m.)

trinitro (c.f)
all one

‘"fm (u.m.)
T

-:czl'ing (um)
back (sofa)
branched (u.m.)
-edged (um.)
fold

tailed (u.m.)
tree (n.)
trolley #line
troorohip
tropho (c.f) .
all one word
tropo (c.f.)
all one word
trouble
free (um.)
-haunted (u.m.)
shooter
some
truce
breaker
-seeking (u.m.)
truck

driver .
-mile
stop

true
-aimed (u.m.)
blue (u.m.)
born

*, d (Il.ln.)
f.ln

.Iove (n., um.)
penny (n.)
*h

trunk
back
nose

trust
breaki

buster
-controlled (u.m.)
-ridden (u.m.)
truth
filled (u.m.)
lover

seeker
seeking (u.m.)
teller

-on (n., u.m.)
out (n., um.)
square
works

eyed (u.m)
fed (u.m.)
form (u.m.)

head
-nosed (u.m.)
works
tuberculo (c.f.)
all one
tubo (c.f)
ovarian .
rest one word
tumbledown
(n., um.)
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, tune

out (n., um.)
up (n., um.)

N poring (u.m)
u.m.

shaped (u.m.)

turbo gc.f.() ,
-ramjet (u.m.

rest one word

turf
-built (u.m.)
<lad (u.m.)
~covered (u.m.)
tnrke{
-red (u.m.)
Turko (c.f)
<Greek, etc.
rest one
turn
about (n., um.)
about-face
again (n., um.)
around
(n., um.)

-English, etc.

- grinding (u.m.)
-in-head (u.m.)
van
driver
guard
most

pool

vapor
filled (u.m.)
-heating (u.m.)
vase-shaped
(u.m.)

back (n., u.m.)
buckle

cap

coat

coc
down (n., u.m.)
-1‘: (n., um.)

off (n., um.)
out (n., um.)
pike

pin

plate

screw

sheet

no!:

spi

stile

stitch
table
<o (n.)
under

(n., um.)
up (n., um.)

heard-of (um.)
<ionized (u.m.)
self-<conscious
sent-for (u.m.)
thought-of
(u.m.)
rest one word
under
age (deficit)
age (younger)
(n., um.)
# cultivation
(tillage)
cultivation
(insufficient)
# 3
as prefix, ong
word

vaso (c.f)
all o:(u gord
vegeto (c.f.
e:lel one word
veln. ing ¢ N
-mining (u.m.
streaked (um.)
vellum
-bound (u.m.)
-covered (um.)
velvet
<rimson (u.m.)
-dnpe&} (u.u;.)
-green (um.
-pile (um.)

| venthole

ventri (cf.)

all one
ventro (c.f.)

all one word
vertebro (c.f))

all one word
vesico (c.f)

all one word
vibro {(c.f.)

all one

<born (u.m.)
-reviewed (u.m.)
-old (um.)

U

uni (cf)
-univalent
rest one word
union
-made (u.m.)
sh

hop
unitset (u.m.)
up
-anchor (um., v.)
-and-coming
(um.) .
#and#up
beat
coast
country

dip

end (v.)
grade
gradient

\ 4

vice
#admiral -
-admiralty
#consul
*-eomulate
governor
-governorship
# minister
-ministry
-presidency
# president
-president-elect
idential

twin
#boat

g (um.)
engined (u.m.
fold

-jet (u.m.)

-motor (u.m.)
-acrew (um.)

two
-a-day (u.m.)
-along (n.)
(bookbin

decker

-faced (u.m.)
fold

-handed (u.m.)
penny (nail)

-piece (u.m.)

-ply (um.)
score

-seater
some

-step (dance)
-striper

keep
lift

-over (u.m.)

rate

river

stairs

state

otrglm

swing

take

tight (n., u.m.)
#tight (v.)

<to-date (u.m.)

vile-natured (u.m.)
vine
<clad (u.m.)
~covered (u.m.)

gar
-flavored (u.m.)
-hearted (u.m.)
-making (u.m.)
-tart (um.)’
violet
<blue (u.m.)
<colored (u.m.)
-eared (u.m.)
-rayed (u.m.)
# water
violinehaped
(u.m.)
virt
(u.m.)
viscero (c.f)
all one word

vitreo (c.f.)
all one word

1360.16
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<suiter
<thirder

-up (n., um.)
-way (u.m.)

. -wbeeler( 0
ym o (c.f.
all one word
type

case

cast

cutter

face

foundry
-high (u.m.)

script

set .
t 'I?:: (}'))
yPRO (CI.

all one
typo (c.f)

all one

tyro (c.f)
all one

urethro (c.f)

all one word
aro (c.f)

all one word
used-car (um.)
utero (c.f)

all one word
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(n., um.)
away (n., u.m.)
-on (n., um.)
out (n., u.m.)
up (n., um.)
walkie-talkie
wall

swept (u.m.)
# time (clock)
time (duration)
ard

heeler
robe

ship
warm
blooded
«<lad (um.)
up (n., um.)
warmed-over
(u.m.)

vabo

basin

basket

bowl

cloth
-colored (u.m.)

w

y
down (n., um.)
‘in (n-. u-m-)
off (n., um.)
out (n., um.)
pot
rag
stand
tray

Page 38

—beannz(um)
-beaten (u.m.)

-bind (v.)

bloom

buck

color

~<olored (u.m.)
(v.)

~cooled (u.m.)

Vdogmm

«drinking (u.m.)

dro]

-soaked (u.m.)
-soluble (u.m.)
lpout

stain

wall

Uil

wave
«<cut (u.m.)
form

-ﬁ:i::d (u.m.)
length
mark

meter
-moist (u.m.)
-on (n., um.)
off (n., um.)
<swept (um.)
-worn (u.m.)

wax
-billed (u.m.)
chandler .
cloth
~coated (u.m.)
-headed (u.m.)

-yellow (um.)
hack (n., um.)
beam

down (n., um.)
farer

fellow

lay

mark

post

side

-sore (um.)
<up (n., u.m.)
worn

weak
-backed (u.m.)
-eyed (u.m.)
handed

-kneed (u.m.)
minded

weed
<hoked (u.m.)

7/12/85
<hidden (u.m.) -headed (u.m.)
hllm -mouthed (u.m.)
er
week wlnr?
day #boat
end hand
T | B
-en u.m.
long (u.m.) what
-old (u.m.) ever
weigh -is-it (n.)
i not (n.)
-<in (n., um.) soever
lock -you-may-call-it
out (n., u.m.) (n.)
shaft wheat
well cake
ing (n.) <colored (u.m.)
-beloved (u.m.) ear
-born (um.) fed (um.)
-bound (u.m.) -rich (u.m.)
-bred (u.m.) stalk
jhd (\l.ln.)( , 'lI‘::x:d
eserving (u.m.
doer barrow
-doing (n., u.m.) base
-drained (u m.) chair
drilling (u.m.) <ut (u.m.)
#field gomg
(um.) orse
(nonliteral)
-headed (u.m.) #Jload
hole -made (u.m.)
~informed (u.m.) | plate
-known (u.m.) . race
-Jooking (u.m.) spin
-meaner stitch
igh (um.) worn (u.m.)
-oftf (u.m.) ight
-read (u.m.) when
-set-up (u.m.) ever
-settled (u.m.) -issued (u.m.)
side soever
-spoken (u.m.) "ii': "
spring u
stead after
-thought-of as
(um.) at
sthought-out by
(u.m.) for
-to-do (um.) from
-wisher in
-wigshing (u.m.) insoever
-worn (u.m.) into
welterweight of
werewolf on
west soever
<entral (um.) to
-faced (um.) under
going upon
mont with
-northwest withal
-gider wherever
wet which
back ever
~cheeked (u.m.) soever
«clean (v.) whiffletree
-nuz:e v) whip
pac cord
hal k( )
whale v.
back m
-backed (um.) -marked (u.m.}
ne
-built (u.m.) saw




snapper

(diplomatic)
cap (n.)
coat (n.)
<collar (u.m.)
eomb @)

ﬂred(u.m)
-eyed(um)

»fueed {(u.m.)
foot (n.)
-footed (u.m.)
handed

<hard (u.m.)
head

<headed (u.m.)
(um.)
#1
. minded
out (um., v.)

-&aﬂed(um)
-thmted(um)

- le(um)
-.w.ke(um)
(um.)

mou
-open (um.)

‘ 'mr:uding (u.m.)

#bird
hood

-fertilized (u.m.)
firm

ow
{:ﬂued (u.m.)

le
-hungry (u.m.)
{::mer
-po?lexmted (u.m.)

-rode (u.m.)
oW

screen
shaken (um.)
-shear (u.m.)
shield

| shock
side

(u.m.)
-clunmg (u.m.)
«dressing

(u.m.)
pnne

::OP(V)( )
opping (U.m.
sill

#work
wine

-:r:ck(um)
«drinking (um.)

glass

-footed (u.m.)
handed

<heavy (u.m.)
-loading (u.m.)
-loose (u.m.)

-shaped (u.m.)
a«’?ﬂ m.)

-owxﬁ(u.m.)
tip

top

walker
vy (um.)
-weary (u.m.
winter
-beaten (u.m.)
<lad (um.)
fallow (v.)
fed (um.)
feed

# green (color)

green (plant,
ete)

<hardy (u.m.)

kill

-made (um.)
s0own (um.)
tide

worn (u.m.)
wire

bar
<caged (u.m.)

<ut (um.)

stitched (u.m.)
<tailed (u.m.)

tap
walker

works
-wound (u.m.)
wise

-turmn¢ (u m.)

-walled (u.m.)

wind (music)
wooden

head (n.)

-hulled (u.m.)

-weary (u.m.)
wool

fell

gatherer

grader

-laden (u.m.)
-lined (u.m.)

-white (u.m.)

_ 1360.16
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wmder
woolly
-eo.tod (u.m )

aday (n u.m.)

-and-turn (um.)
away (n., u.m.)
bag

basket
bench

“up (n., um.)
ways.
-weary (u.m.)
week
worn

working
#1]

-riddled (u.m.)

-ripe (u.m.)
seed
shaft

Page 39
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worn
down (u.m.)
out (um.)
outness

wo!
' wo:z
while (um.)
whileness (n.)

around
(n., um.)

-body

<bar
<chromosome
zero
axial :
-dimensional
(u.m.)

Page 40

-up (n., u.m.)

wreath-crowned

(u.m.)
wreck-free
':‘u.m.)

bolt
staff
wrist
band
bone

-shaped

x
#ray (n.)
-ray {(u.m.)

-deep (u.m.)
-long (um.)

<hour (u.m.)

_ gravity
zigzag
zine
<oated (u.m.)
-white (u.m.)

-round (u.m.)
yellow
back

-backed (u.m.)
bellied (u.m.)
bell

-bill:d (u.m.)
-headed (u.m.)
-tailed (u.m.)

/

zoo0 (c.f)
all one word
soologico (c.f)
all word

writing # room

xero (c.f)
all one
xylo (c.f.)
all one

-throated (u.m.)

zygo (c.f.)
ol ontei f)
zygomatico (c.f.
-orbital
rest one word

7/12/85

bill

Jbilled (u.m.)
-{acu_l (u.(m.) ,
-looking (u.m.
-mouthed (u.m.)
neck

et (um.)
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1, GENERAL. When ﬁorhs:;ﬁht}hgydiv§§g§;~they are separated between syllables.

One-syllable words are never divided...Proper division into syllables is given

in the Govermment Printing Office Style ‘Manual, the Word Division Supplement to
Government Printing Office Style Manual, “and the dictionary.
2. DIVIDE WORDS. M |

8. After a vowel, ifwigb_vowel itéélflis a separate syllable within a word.

physi-cal mot phys-ical ' particu-lar mot partic-ular
sepa~rate not sep-arate R criti-cism mot crit-icism

b. Between the members of solid compounds.

rail-road R _ a proof-reader
¢. At the hyphen infhyphengted compounds.

court-martial ~ above-mentioned
d. Between adjoining vowels in separate syllables.

estu-ary gene~alogy cre-ation

e. After prefixes of three or more letters. o

ante-date inter-leaving
tri-color trans-portation

f. Before suffixes of three or more letters.

port-able L R - writ-ing
g. After the second consonant: of double consonants ending a root word when
followed by a suffix, I s IR

tell-ing R _ : ;?“%*'“' express-ing

remit-ted thin=ping = =

Par 1 Page 1
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i. After the consonant at the end of a syllable with a short vowel and before
the end of a syllable with a long vowel, if no vowel is a separate syllable or
if vowels do not adjoin.

progress (verb) pro-gress stenographer (noun) stenog-rapher
- progress (noun) prog-ress stenographic (adjective) steno-graphic

project (verb) pro-ject
project (nmoun) pro-ject

3. NOT DIVID .
a. At the ends of more than two consecutive lines.

b. At the end of a line when the part begun there does not suggest the whole
word.

counter-offensive ' not coun-teroffensive
c. Of five or’fever letters, even though containing more than one syllable.
avoid begin into also every area
d. Between a one- or a two-letter terminal syllable and the rest of a word.
ammonia proceeded period
e. Between a one- or a two-letter initial syllable and the rest of a word.
identity ' around behavior
f. When that word is the last word of a paragraph or on a page.
4. OT SEPARATE CLOSELY RELATED ITS.
a. Avoid separating words in close association such as the elements of dates
and of proper pames; groups of initials and surnames; and abbreviated titles (Dr.,

Mrs., etc.,) and names.

(1) When it is necessary to divide a date, the year may be carried over
to the next line.

(2) When it is necessary to divide a proper name, the surname may be
carried over to the next line.

b. Do not separate figures, letters, or symbols from their accompanying words
when used as a group.

Chapter III Article 14 1234 Fifth Street NW. $125.35

Page 2 Par 2



1. GENERAL. This appendix carries a short list of preferred
from those in the Government Printing Office Style Manual.
on the formation of plurals, the doublin

7/12/85

PENDIX

and the use of indefinite articles.

2.

PREFERRED SPELLING.

abridgement
acknowledgment
adapter
adjuster
adviser
aging
aline
anesthetic
appall
ascendance
aye
barreled,
barreling
beveled,
beveling
biased
blond
boulder
brier
buses
caliber
cancel,
canceling,
cancellation
catalog
channeled,
channeling
cigarette
coconut
combated,
combating
connector

Par 1

consignor
converter
conveyor
councilor
counseled,
counselor,
counseling
defense
descendant
development
diagramed,
diagraming
dialed,
dialing
dike
disk
draft
drought
employee

" enclose

enclosure
entrust
equaled,

equaling
esthetic
exhibitor
favor
focused,

focusing
forbade
fulfill
fuse

PELLI

e

1360.16
Appendix 8

:pelliné.forms, selected

Also it gives instructions

g of consonants when suffixes are added,

gasoline
goodby
graveled,
graveling
gray
intern
jeweled,
jeveler,
jeweling
judgment
kerosene
kidnaped,
kidnaper,
kidnaping
labeled,
labeling
leveled,
leveling
libeled,
libeler,
libeling
license
likable
maneuver
marshaled,
marshaling
marvelous
medieval
meter
modeled,
modeling
mold

nonplused
offense .. .
penciled;-
penciling
percent -
plow B
practice”
programmed,
programmer,
programming
reconnaissance
referable
signaled,
signaling
8killful
stenciled,
stenciling
subpoena
sulfur
theater
total,
totaling
traveled,
traveler,
traveling,
visa,
visaed
vitamin
willful
woolen
woolly
worshiper,
worshiped,
worshiping

Page 1
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3. [PLURAL FORMS.

a. In forming the plurals of compound terms, make the significant word plural.

Significant word first Significant word in mid

adjutants general assistant attorneys general

ambassadors at large assistant chiefs of staff

attorneys at law asgsistant comptrollers general

attorneys general deputy chiefs of staff

brothers~in-law

Significant word first Both 8 equal sjgnifican

commanders in chief Bulletins Nos, 27 and 28; but

heirs at law , Bulletin No. 27 or 28

notaries public men buyers

rights-of~way women students

Significant word last No d significant in jts

assistant attorneys' hand-me~downs

assistant commissioners jack-in-the-pulpits

assistant secretaries

deputy sheriffs

lieutenant colonels

trade unions

vice chairmen

vice presidents

b. When a noun is hyphenated with an adverb or preposition, make the noun
plural. ‘

goings-on listeners-in makers-up

hangers—-on lookers—on passers-by

€. When neither word is a noun, make the last word plural.

also-rans go-betweens
come-ons higher-ups

d. To form the plural of nouns ending with ful, add s at the end. If it is

necessary to express the idea that more than one container was filled, write the

twvo elements as separate words and make the noun plural.

Page 2

five bucketfuls of the mixture (one bucket filled five times)
five buckets full of earth (separate buckets)

three cupfuls of flour (one cup filled three times)

three cups full of coffee (separate cups)

Par 3
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e. The plurals of these words may cause difficulty.

addendum, addenda formula, formulas minutia, minutiae

appendix, appendixes maximum, maximums Parenthesis, parentheses
basis, bases : medium, mediums, or . phenomenon, phenomena

crisis, crises media plateau, plateaus

curriculum, curriculums memorandum, memorandums stimulus, stimuli

datum, data minimum, minimums synopsis, synopses

4. DOUBLED CONSONANTS. When & suffix beginning with a vowel is added to a word
ending in a single consonant preceded by a single vowel, double the consonant if
(a) it ends a word of one syllable or (b) it ends an accented syllable.

bag, bagging rob, robbing but total, totaled
get, getting corral, corralled travel, traveled
red, reddish transfer, transferred

5. FINIT .

8. Use a before words beginning with consonants, except words beginning with
a silent h. Also use a before words spelled with initial vowels that combine consonant
and vowel sounds.

a procedure ' a8 union a8 one-sided argument
a hotel ‘ 8 European atlas but an hour
8 humble man

b. Use amn before words beginning with vowels, and words beginning with a
silent h.

an order : an initial an honor
an electric light an herbseller

€. When a group of initials begins with b, ¢, d, 8 Jj» k, p, q, t, u, v, w,
Y, or z, each having a consonant sound, the indefinite article a is usged.

a BLS compilation 8 GAO limitation
a CIO finding a PHS project

d. When a group of initials begins with a, e, f, h, i, 1, m, n, o, r, 8, or
x, each bhaving a vowel sound, the indefinite article am is used.

an AEC report - an NSC (en) proclamation
an FCC (ef) ruling an RFC (ahr) loan
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